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CHAPTER 1

QUERY OVERVIEW

Objectives
By the end of this chapter, you will be able to:

Understand what is meant by basic database terms

Understand the basics of the Query reporting tool

Understand Query output options

Understand uses for HRMS queries

Overview
The purpose of this course is to provide you with the basic skills you
need to run and build queries using PeopleSoft’s Query reporting
tool.

In this chapter you will be introduced to Query, including Query
output options and uses for queries.

In Chapter 2, you will see how to build a simple query by selecting a
record and specific fields. You will also modify column headings and
reorder your output.

In Chapter 3, you will use selection criteria to obtain precisely the
information you need for your ad hoc queries.



What Do We Mean By ... ?

Database

Record

Data Field (Field)

Value (Field Value)

Relational Database

Table
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A database is a bank of related data. Each unit, or record, is made up
of one or more data fields. Each data field can hold one piece of data,
or value.

In a database, a record is a complete set of related information, like an
electronic file folder. Each record contains one or more data fields. For
example, in the HRMS database, the PERSONAL_DATA record stores
personal information about an employee, such as birth date, address,
and telephone number. Data from an individual record is displayed as
a row of data on a columnar report.

A data field is the smallest element of a record. A field holds one piece
of data, or value. There are a myriad of fields in the HRMS database.
Examples of field names are EMPLID, NAME, ORIG_HIRE_DT, and
EMPL_STATUS.

A value is the actual data found in a field. In the Ethnic Group field, for
example, the Translate Codes are 1 through 7 for the Translate Values,
White through Hawaiian, respectively. Short and long translate values
will be discussed later in this guide.

Field = ETHNIC GROUP

Translate Short Translate Value: Long Translate Value:
Code:
1 White White
2 Black Black/African American
3 Hispanic Hispanic/Latino
4 Asian Asian
5 Am. Indian American Indian/Alaska Native
6 Not Specified Not Specified
7 Hawaiian Native Hawaiian/Oth Pac Island

In a relational database, data is organized in a system of rows and
columns. The rows, which run horizontally across the page, are called
records. The columns, which run up and down the page, are called
fields. Records and fields are stored in a database table.

Often, data stored in two different tables can be related by their
common field, such as EMPLID. In this course, you will learn to build
queries based upon just one table.

Records and fields are stored in a database table. Records listed in a
Query tree may represent either a table or a view.

e Atable physically stores specific data. There are many tables;
examples are JOB and EMPLOYEE.

e Aview is a logical representation of data and may consist of data
from multiple tables, depending on how the record was defined
by systems analysts. Additionally, views may already have criteria
associated with them. Examples of views are Y_ACCT_CD_LKUP
and Y_EMPL_BIG_VW. (Notice the VW extension on some views.)
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Query A query is a request for information from a database. You can retrieve
the precise data you want and direct the output to a Grid Control
(Grid), an Excel spreadsheet, or a Crystal Report.

Report A report is an organized presentation of data. Reports help an
organization’s management team make decisions.

Query Overview
This class will introduce you to Query, a tool that enables you to
create queries, or requests for information, from a database. You can
extract the precise data you want from the HRMS database.

Queries can assist City employees with all kinds of decisions and
reporting requirements. They can be as simple or as complex as
necessary, and they can be one-time queries or queries you will use
repeatedly.

Query is read-only, meaning that you will not be able to change the
actual data stored in the database.

Query Purposes

Query is a powerful tool used to create queries for a variety of
purposes, among them, these:

Results Grid: To display data in a grid (from the Run tab).
Preview queries within Query Manager and Query Viewer, displaying the result
set in a grid for review. This option is useful as you refine your queries.

Spreadsheet:  To download query results to an Excel spreadsheet.
Choose to have the data downloaded and formatted as a Microsoft Excel
spreadsheet. This option is available in your query search results or after you
Preview or Schedule a query.

*HTML: To download query results in an HTML format.

Choose to generate an HTML version of the query. *Available from the Query
Manager Search Results page.
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Selecting Records and Fields

You will learn the basic functions of Query and how to create a
simple query by selecting a record and specific fields. You will learn
how to modify column headings and how to retrieve the short or
long description for a translate value, rather than the code.

Entering Selection Criteria

Once you know the basics, you will learn how to retrieve information
based on criteria requirements such as equal to, greater than, in list,
between, and like.

Creating Run-time Prompts

You will also be introduced to run-time prompts. Run-time prompts
give you the ability to enter specific values for a designated field at
the time that a report is run. These values are then used as criteria
for retrieving the information for your report.

Ordering Output

Ordering output is very important to the readability of your reports.
You will learn how to change your column headings and sort your
output.

Using Simple Functions

What is a report without subtotals and grand totals? Implementing
these functions as well as other summarized functions will be
covered in Chapter 3.

Query is a powerful and useful tool!

Query Output Options

You may direct query output to a Grid, to Excel, to HTML or XML.
XML is not used by the City at this time. You will use the Grid output
option throughout this course.

PeopleSoft Query Output

View via Grid on Screen ‘// \\ Run to XML
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Run toPerynioad to Exgel

* From the Query Manager Search Results page.

Spreadsheet

Use the Run to Excel option when you wish to carry out these tasks:

Generate output for further analysis

Create charts or graphs of the data

Work with data in a spreadsheet format

Public vs. Private Queries

e Queries can be saved as Public or Private. Most individuals in the
City can save queries as private only. The ability to create public
or private queries is controlled through the Query Security Profile.
The “owner” of the query is designated at the time that you save
a query.

ORACLE’

MainvMenu > Reportigg Tools » quer',f » Query Manager

Favorites
Lp

Enter a name to save this query as:

*Query: |P ERSONAL_DATA_PAY
E—— Description: |Pers-:|naIDataPayDetaiIS

Folder:

-

*Query Type:  USEr
“OwWner: Fublic -

Query Definition:

oK Cancel
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Public Queries

Any user with access to the records used by the query can run,
modify, or delete the query (if he or she has access to public queries).

Private Queries

Private queries are attached to User IDs. When you log in with your
own User ID, you are the only one who can open, run, modify, or
delete your private queries.

If you wish to use a public query as the basis of a query of your own,
first open the public query, then save it with a new name, using the
Save As hyperlink. You can then make changes to your new private

query.

Fa\-'ovr'rtes : MainvMenu » Reporting Tools > Query » Query Manager

Enter a name to save this query as:

*Query: PERSONAL_DATA_PAY_100|
Description: |Perscnal Data Pay Details
Folder:

*Query Type:  User ¢
*Owner: Public -

Query Definition:

OK Cancel

About the File Structure
To effectively design reports, you need a fundamental understanding
of the structure of the application for which you will be producing
reports. In this course, we will run and create queries based on the
City of Milwaukee’s HRMS database.

The focus of this class is on the basic features and functions of the
Query program. There are many, many tables in the HRMS database.
Listed below are the most useful tables and what each contains.
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Here is a very brief description of the some of the useful PeopleSoft
tables:

EMPLOYEES

The EMPLOYEES table is a very useful table that contains
current information for employees in a payable status.

Notes:
e Data for employees who are off payroll is not stored here.
e Employees’ names are in this format: FNAME, LNAME

PERSONAL_DATA

The PERSONAL_DATA table contains personal information for
every employee ever entered into HRMS.

Notes:

e PERSONAL_DATA is not effective-dated and does not
include a status indicator for employees (i.e., Active,
Retired, etc...).

PERS DATA_EFFDT

The PERS_DATA_EFFDT table is an effective dated personal
data table.

NAMES
The NAMES table is an effective dated personal data table.

ADDRESSES
The ADDRESSES table is an effective dated personal data table.

JOB

JOB, which is effective-dated, contains all of the information
about a given appointment. The employee name field is not
included in the JOB table; however, the EMPLID field is
included.

Y_EMPLOYEES_VW

Y _EMPLOYEES_VW is a view that contains many of the fields
that you will need for queries. It is effective-dated.
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To learn more about some of the key tables used in Query, visit the
City of Milwaukee’s MINT (Milwaukee Intranet).

Click on FMIS/HRMS.

Click on Query Table Definitions, found under FAQs (Frequently Asked
Questions).

Next click on HRMS.

There you will find table definitions for these tables:

Employees

Job

SAL GRADE

SAL STEP
Y_EMPLOYEES_VW

Chapter Key Points

A database is a bank of related data. Each database record is
made up of one or more data fields. In turn, a data field holds one
value — the actual data.

A query is a request for information from a database.

You can retrieve the data you want and direct the output to a Grid
(using the Run tab), an Excel Spreadsheet or an HTML display.

e Use the Grid Control output option when you want a quick and
easy display of your Query results.

e Use an Excel spreadsheet when you wish to manipulate and
analyze data.

Most individuals in the City can save queries as private only.

e However, if a query is public, all users who have security access
to the records referenced by the query can go ahead and run
it.

Of the many, many tables in HRMS, these are among those that
will be used to create general queries in this course: EMPLOYEES,
PERSONAL_DATA, PERSONNEL, PERSONNEL_HIST, JOB, and

Y _EMPLOYEES_VW (which is not a table, but a view).
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CHAPTER 2

RUNNING AND BUILDING
QUERIES

Objectives
By the end of this chapter, you will be able to:

Access Query and open an existing query
e Run pre-defined queries and view the results online
e Build queries, selecting records and fields for output
e View and modify headings
e Save and print queries
e Change column order
e Sort fields

Overview
In this chapter, you will learn some of the basic concepts and
features of Query, such as how to access Query, run and create a
query, display your Query field definitions, and manipulate data in
your query.

A Note About This Course Guide

[

I /' Throughout the course guide, the arrow shown to the left indicates
that you should carry out the task described in the text.



CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 10

Running Pre-defined Queries
Use the navigation shown here — Main Menu > Reporting Tools >
Query > Query Manager — to run a pre-defined query from HRMS.
You are presented with a search page that defaults to the Find an
Existing Query view of the page. To list the first 300 queries to which
you have access, click the Search button.

ORACLE

Favovrites MainvMenu » Reporting Toolks > Query > Query Manager

Home | Worl

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Qluery | Create New Query

“Search By: Query Name ~  begins with [
| Seareh . |advanced Search

Find an Existing Query | Create Mew Query

Private queries are listed first, in alphabetical order. Note: Queries
beginning with “Y” are custom queries created especially for the City.

Mo | Wbt | bCracne Conaie | R0 Pivornes

Foytes - Man Menu RmmyYom ¢+ Query > Query Nanager

o N ) v ! day
Query Manager
EMar any iformaton pau DA 300 Oick S4a0Th Laave NEIDS Siank 301 & 13t of all vakues
o Eneing Query | Craste Hew Cogr
*Search By:  Quan Name - Besinz wim
Samich Agaances Sexch
Search Results T00 Masy DUMS Mt your 34arch crtana. Onry me Srs: 330 Toms dsplayed.
s
“Folder Viow: ~ MEFoldere -
Checx Uacheoc Al “Action: — CMoEA - - Gt

Sainsd (s das e Dot fokive ty SIUW IS R chadu
ADT0Y__ADMESIONS_ACTIONS TERL  ADTOS--Almikains Ac80aa Tl Futhe Edl MWL Excs MR Tateduis
ADTOR___TEST_TABLES 0700 ~Teat Tattes Funiic Bl HTIL  Eace N roduls
ADT0)_RECRAT_CATEGORY TEL  A07T80--Recwtl Categan TH Futaie Gl WA Eiow A Sraitale
ADTO4___REFERRAL _SOURCE_TIL AD TG4 Réteiri Soutca T Puti: Bl T faow AR 2 ke
ADTOS___REGICH_TAELE ADTOS—Repen Tate Pues Em oNe e A Lie
ADTIO_ BUMMARY _TYPE_Tans SOT10--Summan Tres Tatle  Futis [t T [T retile
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Note: For future reference, from the Query Manager page you may
also perform the following actions by accessing the Actions drop-
down list:

e Add a query to your Favorites
e Copy a query to another user
e Delete a query

e Move a query to a folder

e Rename a query

Fam.-tn Mar Many Reporteg Took Quary Quaty Mucapw
- - -

Query Manager

Ermer 30y micemanan you Rave and chioe Search Lagwve Belds Diank for x st of all vilues

“Search By:  Cueny tams - LOGWE Wit
Sewn

Search Results Too thasy ams mel yosr Search ciiteria. Ooty the fest 300 it

Snlext Query ams
ADT01__ADARSSIONS_ACTIONS
ADTOZ___YEST_TABLES AD YA

AT OEFENET FATEAADY TEx

The first example that you will look at is called Y_EMPLOYEES_VW.

Click the down arrow in the Search By box and click Uses Record
Name option. Type Y_EMPLOYEES_VW in the begins with field, and
click Search.
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ORACLE

Foogrtes Man Meng Reporong Tock Quary oy Manape
v . - :

some | sl MlCharned Connthe | At iy Favovies | Sgn o]

tomize Page [ nti

Query Manager

Enfer any imMSrmabion you Nove and Chcr Sedeth. Ledme Hedde Siank for o 49t of ol valuss
Lites Recons Hame - Sepr wWith Y_EMPLOYEES
s Search

“Folder View: — I Foldsrs - y

“Search By:

Search Results

Chacx a2 Unchvess Al *Actiomr ~ Chocse . e

Hunte Smie Hunlg

5 o ¢ xder

kaiex) Cotaxy Beme Desc Comet [oides Rl ral  Ercel KM Behodyle
FPC_HRES EY_ACTION OIS -USING JOB Putdc Eol HTML Eacel XML
FPC_RACE_ETHNICITY RACE-ETHMICITY Putic Eg |HTML ‘Eaxcel

NEW_HIRES _SMCE_WDDYY NEN_HIRES_Since_MNDOYY Pt Eq MM Eapsl ML

S_EY_ACTON_DTS USHG 0B Putnc

5 JE_ETHNICITY RACE-ETHHICTY Edi _Ema. Sscel XML Echeduis
Y_HEW_WIREG_SWCE_MMODYY NEW_HIRES_Sice_NNDOYY  Publc ‘Z ML, Sanequts

Scroll down the list of queries. You have several options pertaining to
gueries:

e Edit

e Runto HTML
e Run to Excel

e Runto XML, or
e Schedule

Locate Y_NEW_HIRES_SINCE_MMDDYY Choose HTML. A new
window will open, and you will see a dialog box for entering query
parameters. Each query will have different required parameters to
enter before you can run the query.

For this example,the Hire Date are required to run the query. Other
queries will require different information. In this case the Hire Date
(01/01/11) you want the query to begin pulling data.
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Y_NEW_HIRES_SINCE_MMDDYY - NEW_HIRES_Since_MMDDYY

Hire Date: | El Choose a Date hutton
Yiew Results
Start Ethnic . Dept| Job Comp | Comp |Annual
I} Date Sex GIp Hame |Birthdate D |code Descr Freq | Rate Rt

To use a pop-up calendar instead of typing in the date, click on
the Calendar button to the right of the date field, you will see
the calendar shown to the right. Click on January 1, 2011 and
01/01/11 will display in the field.

]

January * 2011 -

S M T W T F S

Z 3 4 5 6 T 8
g 10 11 12 13 14 15
18 17 12 18 20 21 22
23 24 25 26 27 28 2B

0

4] currentDate [k

Many times a “% icon appears next to the a parameter entry
box.. If you Click on it and a Look Up window appears specific
to the information needed. In this example, case Look Up

Buisness Unit.

Look Up Business Unit

Searchby 0
Leos e Carcol

Search Rasuity
) st b CART R

Ao St S rnuption
City o Wiwauic B

After completing the required field(s) for the query, Click the View
Results button. Query will fetch the appropriate rows and display
them.
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Y_NEW_HIRES_SINCE_MMOCYY - NEV_HIRES_Since_MMDOYY

Worn Dane: 181201 W
Ve Seain

Download resufls i Eowdanesdtes S0 Tenfie QLAw (140D)

[ 112 0001 g Lo .
LTS Lept Juty Cunp ’
) 3 (> Ca
Lt Start Darte | Sex P Perre Birteaate o Code Dever Frwn e Hame  Rarusl Y
TR IOINDOTH N A VEYEND 082 D 1800 - SREZ TIDO0N 41100 &30
2 [(Q1011/02342011 M |BLALK GESOHDARROL - - ) <
3 [0 OV F  BIACK  HISGMEE DHAKA L L] 153 230000 27036 1Al
HLACK  |BROOKS [VOS =
BLACK  (ALLETLANCE 8
BLALK  BRIDTER L URNERN/ORKER 8
BLACK [CLAYDEREXL T OPERADIOLE DAVERVORRER 8
3 {01295 04QNI0 LM [IACK | BLEMKY BN C S PRERADONS DIVUIYORKER 0
7 DT I0MIRIVITING. (BLACK |(GOLDEN RENCELLD 34105 7 WFE  (CPERATIONS DRIVERWORKER 8
021037 (04203011 (F  |BLACK |HALE SMEER 7 44055t | DPERATIONS DRIVERVORKER 2
E 8

11021290 DUIDEOTNIF  |WWTE | DECKERBARBARA

235 | 11ADC [OTY LABSRER (SEASOH

To print the query results, right-click, and select Print from the menu.
From the Print screen select the appropriate printer and Click on the
Print button

Click the B4 button at the top right of your screen to exit the query.

Accessing Query

Once again, to access the Query tool, you will navigate accordingly:
Main Menu > Reporting Tools > Query > Query Manager.

From this page, you can carry out these tasks:

e Find an existing query to view, modify, or run it.
e (Create a new query.

ORACLE

Favovr'rtes MainvMenu > Reportigg Tools > Qu_er:.f Query Manager

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

*Search By: Query Name *  begins with [

Search |Advanced Search

Find an Existing Query | Create New Query
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I ) Navigate to the Query Manager search page

Searching for an Existing Query

Search for a query using the default (Basic) Search button or the
Advanced Search hyperlink. Both search types allow you to use the
following “search by” criteria: access group name, description, folder
name, owner, query name, type, uses field name, and uses record
name.

e The (Basic) Search allows you to search using the begins with
condition.

e The Advanced Search allows you to perform a progressively
narrower search by using one or more search by criteria and
selecting from a broad choice of conditions.

If you know the name of the query you want to run (full or partial),
select Query Name from the Search By drop-down list box. Then
enter the query name (full or partial) in the field to the right of begins
with.

Query Manages

“Search By:  Cuen Hame

Semon

Search Resuits

Cnecr I Unchack & “Arton hoass - Ga
O " e~ C—T TRTTTT T RS « 7T f)
(Y : U107 | R Kool Mo 1.2 SRS
¢ Suele Sunim .,

- _ - » » TR
Seinct Guery Smme T S Toider W S tme U o thaln

EMFLOYEE

e If you do not know the name of the query and want to search
through a list of queries, leave the field to the right of begins with
blank, and click the Search button to display the first 300 queries.
Note: To search using any other “search by” criteria, select the
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appropriate item from the Search By drop-down list box, and then
enter the search string in the field.

e To perform an advanced search, click the Advanced Search
hyperlink on the Query Manager search page. On the Advanced
Search page, select the appropriate search by criteria and
conditions, then enter a search string in each of the corresponding
fields. Click the Search button to display a list of queries matching
your search criteria.

ORACLE

Fz-.-:;f.r:: Man Neow F-‘_-."'."-’.I'.J Took Qu;- Quary Managesr

Query Manager

B ANy INIMENON voU have and click Saath Laave Seitas 2tani for 3 st of 31 vBlues

Uescrption:  020IRS W

Uses Record Namwe: °¢

Uses Feld Name: 0%

Nasdad a
Accass Group Nampg; De@nawih v
Folder Hame: 02065 Wi~
"Query Typec v
Ownen - -

1 using Te M or BETWEEN ceerators. anter commia separated vames without quotes 10 JOS EUPLOYEE RNL LN

CI." ";:—.~:;;-V

Search Results

“Folder View: — ! FOI08ME - )4

Checs Al Unchecy Al Choose - - Go

“Action:

Jetact Guery Name Dagor Qunyr Fuldur Ll ’r:‘r";":“

Bl XML

Y_EMPLOYEE MSTORY | NEVIEW HISTORY FOR Pusl) Edll  HTM ool XM nagule
= = EMPLOYEE
Header Bar Y_EMPL_CNT_BY_DEFT  Achvs Employses Puslic Edll HTML Emel MM, Shetuls

Justy | sala My Quer

The Search Results page appears. The results list all the queries that
match the search criteria. The following information appears: query
name, query description, owner (public or private), and folder.

You will scroll to the name of the query that you want to open or run.
By default, only the first 30 queries appear on the page. To see more

of the list, click the navigation buttons and links located on the
Header Bar. If there are more than 100 queries listed, select View
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100 to view the first 100. Use the scrollbar to view the rest of the list.
The View All option may also be available.

You will use a public query to become familiar with the Query pages.
You can run it, but you will be unable to change the query definition.

Search for the query called y_empLovee_cnT_pept and click the Edit
button. The query definition will be shown on your screen, as shown

below.
e
fygmes  Man Menu Reportng Yook Quary Quary Manager
Records | Ouety  Espressions  Prompts Cilterts  Madng VW SCL | Rur
Query Name: ¥ _EUPL_CONT_BY_DEFT Descripton: Actve Employees
e S ame usef Lriedia In quary statamant Reordes/ Son
Camtiarize {1 ;
ol Record Fiatidngene foomml Ocd XLAT Agg Hesding Tewy Adg Croteria fan Delute
1 ADEFPTIO - Gepantment Charid 1 OsptID % Eon (=1
JAENLD -EmpliL Char Qourt Court ID % Ean =l
3 AFTE.FTE Numz 8 Sum - Sum FTE % Ean =
Sace 3378 Ag Naw Qus Praterences Sropeties  Publish 23 Feed Now Unigr Retum Ta Search

From this page, you can study the query definition and also preview
the results.

Viewing a Query

On this page is where you can select and view the fields, criteria, and
other details associated with the current query. The tabs across the
top of the page include Records, Query, Expressions, Prompts,
Fields, Criteria, Having, View SQL, and Run. You will learn more
about these as we proceed.

Understanding Records and Fields

Click on the Query tab. This public query is comprised of two records
(tables). In this course, you will be generating queries based upon a
single record.



Record(s) \

Key Fields
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ORACLE
Hrme
Favortes  Man Menu o Reporong Took Q.;erv Query Manager
Secordn m Exprussioos | Prompls | Fislds | Cntenia | Hawng | ViewS0L | Run
Query Name: ¥ _EMFL_CNT_BY_CEFT Descripbon: Actve Employess Fes
Clicx foidar nast 0 f8Cord 99 show Seida Check S2ids 90 304 1o quary. Unchack Bisdds 10 reémove from query. Ade o
AdAtona records by dicang tha racords 135 When inished dice the Nelds tan
Chosen Records
™| Asas Recors
3 & ENPLOYEES - Non fenminated Employess pesrarcty Jon =
Save SHve 43 HewQuery Prsfergnces Ficpgtins Fubish 33 Feso Iew Ureon Retum To Search

Click on the ! (Expand All Records) button. Then press Ctrl-Home
to go to the top of the page. The little key icons denote key fields.
Key fields make database searching faster and more efficient.

ORACLE

Favorkes  Man Menu o Repormng Toos » Query ) Query Manager

Records m Expressions | Prompts | Fielos | Criteis | Hming | ViewSOL  Run

Query Hame! v E\SL_CNT_BY_DEPT Description: active Emplojess L) Feed
Click 1oiger net to record 12 show fields Cheack Niglos 10 809 10 guary LUnchack Mslas 1o ramove m quary Asd N
3odibonat records Iy cicking the r18cords 182 VWhan finished dick tha fislgs tab
Rocotdy
Aliss Record
E A EMPLOYEES - Non terminated Empiorees Hierarchy Join =
Cneck Al Undheck Al
fiolds Fongd | Vew 100 oo 2 v et 200 T L0

¥ ® Eeun-EmolD
{ 7 & ENeL_RCO - Empl Recors
| BIRTHOATE - Date of Birmy
= BIRTHPLACE - Bih Location
DT_OF_DEATH - Datéa of Daamn
COUNTRY_NM_FORMAY - Format Using

NANE - Name

]
IO

NAME INITIALS - Hame Infkals

Previewing (“Running”) a Query

S

Next you will learn how to preview a query.

Click the Run tab. This query has no run-time prompts, so the data
will appear after you click the Run tab. On many queries you will be
prompted to enter data in one or more prompt fields. If so, enter the
data as shown on the screen print below, and then click OK. The
qguery results are displayed in the window.
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ORACLE

Favqreas  Man Meny Repomng Took Quary » Quéry Ranggar

Mame | Warest | MutChannes Cinsue

- > "
8 Maw Window Drep |8 Cus

Recores | Query | Eaprassions | Srompts | Seids Cntera | Haeng | View SOL m

At| Ban Quary | Dowrdoad 1o Sacal | Downlond 10 XL .

Dept 10 Count 1D Sum FIE
1480 3 56600000
2 1351 10 10 000000
3 1552 =7 24700000
P 1554 17 17 000000

Notice that under the folder tabs the number of rows that meets the
criteria is displayed. Also notice that there are scroll bars along the
bottom and the side of the screen to allow you to page up and down
and side to side.

Now that you are somewhat acquainted with running a query, you
will build a new query from start to finish.
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Building a Query “At a Glance”

To give you a frame of reference, the steps for building a query are
outlined below. Each step is explained in detail throughout the rest
of this course guide.

To create a query:

1. SELECT RECORD DEFINITIONS
Your first step in creating a query is to select the
database table (record) that contains the data you want.
In the HRMS database, tables are represented as record
definitions.

2. SELECT FIELDS
Upon selecting the record definition(s) that contain the
data you want, you will specify which fields you want to
display in your query.

3. FORMAT THE QUERY OUTPUT
Query offers a number of different options for
formatting the query output. You can change the
column headings and column order, specify a sort order
for the result rows, and display Translate Table values in
place of codes.

4. SPECIFY SELECTION CRITERIA
In most cases, you do not want all the rows of data from
the table, just the rows that meet certain conditions. To
limit the returned rows, you define selection criteria.

To add a criterion, you will 1) select the field you will use
in your selection criterion, 2) choose a comparison
Condition Type, and 3) enter a value (or values) in the
dialog box.

5. CHOOSE AN OUTPUT OPTION AND PREVIEW THE
QUERY
Choose the Preview option while you are refining your
guery to ensure that you get the desired results. Query
will retrieve the requested data from the database and
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Building a Query, Step By Step

Now that you have seen an overview of the steps for creating a
qguery, you will build your own query, one step at a time.

Note: One quick way to create a new query is to open a public query
that is close to what you want to create, and save it as a private
guery. Once that is done, you can modify it freely. To do so, open the
public query, and select the Save As hyperlink. Then complete the
dialog box as shown, being sure to change the owner to Private as
well as the query name and description. Click OK. You’re now able to
modify the query definition as you wish.

Ok Cancal

To build a new query, follow the steps that follow.

Viewing Records

Click one of the Create a New Query hyperlinks.

I > To create a new query, navigate accordingly:
Main Menu > Reporting Tools > Query > Query Manager
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ORACLE

Favortes | Man Meny » Reporng Toos » Query » Query Manager

Query Manager

Enter any informiation yeu have and click Search. Leave Nelds blank for 3 list of all valuas

Fing an Exgtng Que
*Search By: Quer Name ¥ bagins win |
Searth Advancad Search

Finad 2n Exialing I;-u:

To view the first 300 records, click the Search button. (Then, if you
wish, you may click the View 100 hyperlink to view 100 records at a
time.)

ORACLE

Favovr'rtes MainvMenu > Reporting Tools > Query > Query Manager

" Query || Expressions | Prompts || Fields || Criteria || Having || ViewSQL | Run

Query Name:  pew Unsaved Query Description:

Find an Existing Record

*Search By: Record Mame * begins with

| Search | sgvanced Search

Search Results Too many items met your search criteria. Only the first 300 items displayed.
Customize | Find | View 100 | B 1 3 First £ 120 of 300 I Last
Recname Add Record Show Fields
AAP_TBL - Affirmative Action Plan Table Add Record Show Fields
AAP_YEAR - Affirmative Action Plan Year Add Record Show Fields
AAP_YEAR_GOALS Add Record Show Fields
AAP_YEAR_JG_GLS - AAP Year Job Group Goals Add Record Show Fields
AAP_YEAR_JOBGRP - AAF Year Jab Group Add Record Show Fields
AA_COST_RT_JPM - Cost Rate Japan Table Add Record Show Fields
A4 OVERRIDE - Student Override data Add Record Show Fields

To search for a specific record, enter a partial value, as shown below.
Enter JOB, and then click the Search button (or press Enter). All
records beginning with JOB are returned.
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ORACLE’

Fa\rc;r'rtes Mainvl'«'lenu > Reporting Tools > Query > Query Manager

~

/ Query i Expressions \TE Prompts [ Fields [ Criteria | Having I wiewSQL [ Run

Query Name: New UUnsaved Query Description:

Find an Existing Record

*Search By: Record Mame - begins with JOB

| Search :|AdvancedSearch

Search Results

120 of 46 I L ast

Becname Add Record Show Fields
JOB - EE Job History Add Record Show Fields
JOBCDTRM_CAREER - Job Codes - Career Planning Add Record Show Fields
JOBCD_COMP_RATE - Job Code Comp Rate Table Add Record Show Fields
JOBCD_GRADE_LMNG - Job Evaluations by Grade Lvl Add Record Show Fields
JOBCD_SURVEY - Job Code Salary Survey Add Record Show Fields
JOBCD_TASK_DEFMN - Job Code Task Definition Add Record Show Fields
JOBCD_TASK_TBL - Job Code Task Tbl Control Add Record Show Fields
JOBCD_TRN_PROG - Job Codes Add Record Show Fields
JOBCODE_GRADE - Job Evaluations by Grade Lvl Add Record Show Fields
INRCANE HA7 TRI - Havard Madac idantifiad b Ink LAA Parnrd Shrw Fialde
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Selecting a Record

You select a record here that contains the data that is needed for
your report.

In this example, choose JOB and click the Show Fields hyperlink to
see the fields for that record.

Favomes  Man Many Raportng Toos Query Quary Manager

Fields for record JOB - EE Job History:

ol BT ot

oy Descoption
Y EMPLID - Emgd ID

EMPL_RCD - Empl Retore

EFFDT - Effecave Dats

EFFSEQ - ENectie Sequence

PER _ORG « Organzatonal Relationsheyp
DEFND - Department

MBCODE - Joo Coce

PCSITION _NER - Pozéicn Mumbe
SUPERVISOR_£ - Suparizor I
HR_STATUS - HR Status

Then click the Return button to go back.

The record you select establishes the primary focus of your query.
To select a record, you will click the Add Record hyperlink.

Select and add the JOB record.

I

The Query tab will be selected. (Note: Selecting an effective dated
file will cause an effective date prompt to be added to the query — see
message window.)
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ORACLE

Famgres  San Memw 5 Reportng Toas » Qngv » Quary Mamager

An afeciveg dae crlenia Has besn suldrsdically added Sr this siacive dated
rocord {13950)

Selecting Fields

Next, you will select the fields that will be used in your report.

If you wish, click on the 20 (Sort fields alphabetically) icon to see
your fields listed in alphabetical order.

ORACLE’

Fa\rc;r'rtes MainvMenu > Reporting Tools » Query » Query Manager

Home | Workist | M

" Records | Query ( Expressions AT Prompts [ Fields [ Criteria | Having O wviewSQL [ Run |

Query Name: New Unsaved Query Description:
Click folder nextto record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add

additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
\ [= A JOB-EEJob Histary Hierarchy Join =
| CheckAl | | UncheckAll
Find | View 100 First " 1-50 of 163 | Last
B= EMPLID - Empl ID JoinPERS SRCH GBL-
Search - All Pers w/an ERN
B= EMPL_RCD - Empl Record -
B= EFFDT - Effective Date %
B~ EFFSEQ - Effective Sequence T
PER_ORG - Organizational Relationship ?
DEPTID - Department %
JOBCODE - Job Code Join JOBCODE TBL-Job ?,_
Codes
POSITION_NBR - Position Number T
SUPERVISOR_ID - Supervisor D %
HR_STATUS - HR Status ?

Choose the check boxes for the fields shown in this example.
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Records Expression= || Prompts || Fiekds || Criteria | Hawing || View S0L | Run

Guery Mame: Maw Ursaved Qusry Description:
Click folder next to record to show fiekds. Check fields to add to gueny. Uncheck fields to remove from gueny. f

Add additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
= 2 JoB-EE Job Histony Hierarchy Join =
Check All Uncheck All

Find | view10a Fir=t o 1saortes O ao

B\ ™= curun- Emgl 1T Join PERS SRCH GEL- ¢
Search - All Pers w' an ERN
B \™ ewrL_RoD - Empl Recard %
B | £FFDT - Effective Date %
il = =FFzEC - Effzctive Szausncs %
il PER_ORG - Organizational Relationship %
il DEPTID - Department %
& JOBCODE - Job Code Join JOBGODE TEL - Job R
O POSITION_NER - Position Mumbsr %
O SUPERVISOR_ID - Supervisor 1D %
] HR_STATUS - HR Status %
O AFFT_TYFE - Appoirtmant Typs %
O MAIN_APPT_MWUM_JFN - Mzin Appointment Mumbsr %
O POSITION_OVERRIDE - Ovemide Position Data %
O POSN_CHAMGE_RECORD - Position Management Record %
5 EMPL_STATUS - Payroll Status %
=i ACTION - Action Join ACTION_TEL - ACTION
Setup Table
il ACTION_DT - Action Dats %
il ACTION_REASON - Reason Code Join ACTM_REASON TEL -
Action/Rlesson Combinations
i LOCATION - Location Code %
L] TAY_LOCATION_CD - Tax Location Cods %
O JOB_ENTRY_CT - Job Entry Cate -
0 DEPT_EMWTRY_DT - Department Entry Date %
O POSITION_ENTRY_DT - Position Entry Date %
B SHIFT - Regulsr Shift %
il REG_TEMP - Regular/Temporan: %
il FULL_PART_TIME - FulliPart Time %
= COMPANY - Compamy doin GOMPANY TEL - 7
Company Codes -

Next, click on the Fields tab. Your screen should look like that
follows. Notice the Format column. While you cannot change the
format of a field, you can learn about the field by looking in this
column. For instance, EMPLID is a character field with eleven places.
ACTION_DT is a date field (YYYY-MM-DD). EMPL_RCD is a numeric
field with three spaces.
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You may also see other field types listed here.

Recoras Queny Expressions Prompts Critena Having View SQL Run

Query Name: New Unsaved Quary Description:

2 A DEFTID - Departmeant Char10 » Cept ID b4 Edit =]
TIA.JCBCODE - Job Code Char® .Jco Cods ® Edit ot |
8/AACTION - Action Chard Action h 4 Edit-y| | (=]
| 9 AACTION_DT - Action Date Date Action Date ) ¢ Edit. || =]
[ 4 J|AACTION_REASCON - Reason Code >CF5.'3 » ‘ .R-:'sss‘ % Edit —
| 11 /A LOCATION - Locstion Cod= Chartd Locstion 2 Edit. ||| =]
‘ 12|A.SHIFT - Ragular Shift Chari N Shift % Egit "
[ 3 A REG_TEMP - Regular/Temporary Char1 N RegT=mp A E5t =1
%

14 A FULL_PART_TIME - FullPart Time Chart N FullPart Edit =

Save SsveAs  NewQuery Frefersnces Froperbes  Fublish 2s Feed New Union Return To Search

Say you wanted to select only those rows pertaining to the DEPTID
5457.

Click the Add Criteria button ™ to the right of the DEPTID field (on
the Fields tab).
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Recoras Queny Exptessmts Prompts Critzna Having View SQL Run

Query Name: New Unsaved Query Description:

Vigw fiig proparties, or use fizld 33 oritens in query statement.

Customizs | Find |

Col Rscord Fiigrame Formst (Ors XLAT Apo Hsesing Text
1 /A.EMPLID - Empl ID loraets | | | o % Eait. ||=)
2|A EMPL_RCD - Emgl Record [nmzo| | | |EmplRecom % Eait|| =]
3|A EFFDT - Effective Date lpste | | | lzfipae % Eat. | /=)
4 AEFFSEQ - Effzctive Ssquencs .Nurr:?,:) . . .Se:uer.oe ? 7&!‘1 joe)
£ /A PER_ORG - Organizational Relstionship .Ch;ra . ‘N EOrg Reiation % Edit =l
8/A DEFTID - Department lcraro | | ' \Dept I [eEditay) | =]
7|A.JOBCODE - Job Code lerae | | | licbcose - Edit | =
5|4 ACTION - Action lcha | | | lacon 2 Edity| | =]
3|4 ACTION_DT - Action Date loate || |Action Date % Eat. || =)
'-}.A.ACTION_REASON - Reason Code lchas | | | IReason % Eait,,| =)
11 /A LOCATION - Location Code lchario | | | Locaton 2 Edt. | ||=]
12| SHIFT - Reguiar Shift lehsrt | [N | lsnine % Edit| | =]
13 A REG_TEMP - Regulsr/Temporary 'Cbar': [ ‘N . >Reg.-Tl.=mp .‘l Eat | |=
14|A FULL_PART_TIVE - FullPart Time lohars | [N | [Fowpan 2 Edit- || =]
Save | Ssve As New Queny Freferences Froparbes  Publish as Feed New Union 7 Rmﬂ ToSumh |

Building a Query, Step By Step, continued

Enter 5457 in the Constant field (inside the Expression 2 box).
Essentially, you have created a statement that reads “DEPTID is equal
to 5457”. Click OK.

Edit Criteria Properties

Choose Expression 1

ee Choose Record and Field
@ Field Record Alias Fieldname:
2 Expression @, A.DEPTID - Department
*Condition Type: gusl to -
Choose Expression 2 Expression 2
Ui Define Constant
i Field
) Expression ¢ Constant: |3457]
@ Constant
i Prompt
i Subquery
| OK || Gancel

Next, you will add additional selection criteria to further refine your
query.
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Now say that you only want to look at jobs where the Shift is not
applicable (Shift N). Since you want to select only Shift N, click on the

Add Criteria button # to the right of the SHIFT field (on the Fields
tab). You should see a dialog box just like that shown above for
DEPTID. Enter N in the Constant box, and click OK.

Fartitas © Man Maoe » Reportng TOOR  Quary » Quiry Managel

Edit Criteria Properties

Closetmpreswont  Wiwwesnt

- [ Chosee Wwcontunlwe |
o Fuld Record Mies F elennme:
Espression &, ASHFT-Regular Ehn
“Conditon Type:  sgqusl to v
lmie .
r
Expreseion Coastee 14 -
* Comstont
Prempt
Subqueny
S Cancal

Let’s say that you’re interested in seeing just the Hire and Rehire

actions. To select those rows, click on the Add Criteria icon ke to the
right of the ACTION field (on the Fields tab).

Instead of using a single constant value, choose the In list condition
type from the Condition Type field.

ORACLE’

Fa\.rovr'rtes MainvMenu » Reporting Tools > Query » Query Manager

Edit Criteria Properties

—
Tvoe Choose Record and Field
@ Field Record Alias.Fieldname:
© Expression @, AACTION - Action

Choose Expression 2 Expression 2
— Edit List

© In List _

© Subquery List Members:

ok || Cancel |

*Condition Type:




! / N L
% N
N N /
N a N s
~ s N %
NS %
/ L
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Next, click on the “4 icon in the right side of the Edit List box List
Members.

When the codes for hire and rehire are known, enter them one at a
time and click the Add Value button for each code to be selected.
The values are placed in the upper list box. From this box they can be
customized or deleted from the query selection.

If the codes are not known, click the “ icon in the Edit List box (see
above). The Edit List screen will appear. Click the Search button.

ORACLE’

Favnvr'rtes I'v'Iain‘l'v'Ienu + Reporting Tools : Query > Query Manager

Edit List

Ho values have been added yet.

Value: || :Add\ialue: Search
Add Prompt
Ok | Cancel

When the Action screen appears, click the magnifying glass to display
the list of values.

Favorges  Man Meog v

Select A Constant

Action
an Cances
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Look Up %]

Look Up Action

| »

m

Search by:  Action » hegins with

| LookUp | Cancel |advanced Logkup

Search Results

Miewy 100 First [4] 1-57 ot57 [p] Last
Action Action Deseription Short Description.
ADD  Add Contingent Waorker Add CWR

ADL  Additional Job Addl Job

ASC Assignment Completion Assgn Comp
ASG Assignment Assignment
MWD Aweard - Monetary Aveard Mnt

Click the value to add it to the selection list.

When a new value has been added, it will appear in the Edit List.
Click OK when selections are complete.

Edit List Edit List Box

Vzlue: \'| Aga Vals Ssarah Delztz Chacken Values

Agg Prompt

oK Cancsl

Then click OK again.

Click on the Criteria tab. Take a look at the example that follows
showing the Completed Selection Criteria and compare it to your
own screen.
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Recorgs Query Expressons Frompts Fisids. Haying View SQL Run

Guery Name: New Unsaves Query Description:

Add Criteris. Croup Criteria Reorger Critznia

Iiogies! Expression] CongonTyps  Exprassion2 Edt
—v A EFFDT - Effective Date Eff Date <= Current Date (EffSeq = Last) Edit. || =]
ﬁ A.SHIFT - Regular Shift ‘e:n.e: to FN Edit, || =]
[2ND o |AACTION - Action in izt cHIR REH) Edit, || =]
[AND  <| |ADEFTID - Department |equatto |s4s7 Edit, || [=
Save SaveAs NewQuery Preferences Properties Publish s Feed New Union Return To Search

You will learn much more about selection criteria in Chapter 3,
Specifying Query Output.

Click on the Run tab.

You will notice, when you compare your results to the print screen
that follows, that the results are shown in database order.

Records || Query || Expressions || Prompts || Fiekds || Griteria || Having || View S@L m

Wiew All | Rerun Queny | Downlosd to Excs| | Download to XML First 4] 1-1g0f iz ] Lzt

s} Flir::?rld Eff Date |Sequence Re?;finn '::‘l’)”t E:]::e Action p';ta';" Reason |Location | Shift| Reg/Temp [Full/Part
o100a7 0| 03r2872011 NET 5457 [142581 REH [ozzmizonn [z (54540 [N R F
2 [o13204 0|0sr02/2011 NES 5457 |2583  REH (05032011 |Af 54533 [N R F
3 [o1z2a ol NEE 5457 [142581  REH az4 |sasam [N |T L
4 [013332 ol NEE 5457 |142561 REH y Az4 5453 [N (T L
5 [o13345 ol 0|EMP 5457 [142581 REH [o4z3z0in (24 (54533 [N R S
& 0212 ol o[EMF 5457 |142551 HIR [0423/2011 |A24 54538 [N [T L
7 ol NET 5457 [142%81 HIR a4 [mas3m [N T L
B ol NET 5457 |142561 HIR [04232011 |A24  [54533 [N [T L
3 ol o|EmP 5457 |142561 HIR  |o4232011 |AZ4 54538 N T L
ol NEE 5457 |142561 HIR |04232011 |AZ4  [54538 [N (T L
021297 ol NET 5457 [1425881 HIR  [o4z3zonn [aze  [ses3m [N T L
z (021203 ol NETR 5457 |142561 HIR [0423/2011 |A24 54533 [N [T L
3[oz1308 ol NET 5457 [142561 HIR  [o4z3zone (24 [sas3e [N T L
4[o212 ol NET 5457 |142561 HIR [04232011 |A24  [54533 [N [T L
s[oz1313 ol o|EMP 5457 [142551 HIR  [o4232011 (24 54538 [N [T L
6|0z1314 ol NET 5457 |142561 HIR |042/2011 |A24¢ 54538 [N [T L
7[0z1317 o|o4r2a/2011 NET 5457 [1425881 HIR  [o4z3zonn [aze  [ses3m [N T L
8021323 0| 05/02/2011 o[EmP 5457 |2883  HIR (050372011 |Af 54535 [N R F
3[0z1335 0| osrozrz011 NEE 5457 [142561 HIR [0sczaont |aze  [ses3m [N T L

Now that you have written a query, you can begin to tweak it so that
it meets your needs. You will learn shortly how to change not only
how data is sorted, but also how columns are ordered and labeled.
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But first, it’s a good idea to save what you have built so far. Learn
about saving queries next.

Saving Your Query

Once you have generated a query, often you will want to save it so
you can execute it again at a later time without having to re-create it.

Return to the Fields tab.

Click the Save button to view the Save screen.

| ORACLE - - e ——
| T T T e | e | MatCnenne Cuf
F2 M2 Meny Reportng i

Enter a name to save this query

I:: Save this query as 123. Click OK.

This query will automatically be saved as a private query, since most
City of Milwaukee Query users will not be able to save queries as
public. The reason for this is that any user who can create a public
guery can modify any other public query. Only you, the person who
created the query, will be able to open and execute this query.

Next you will learn how to edit field properties.

Editing Field Properties: Heading Text

I \jj,\ If you wish to modify a heading or an aggregate function for a field,
: click the Edit button to the right of the field.
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View field properties, or use field as criteria in query statement. | Reorder/ Sort |

Customize | Find | View 100 | B

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1| AEMPLID - Empl ID Char11 D hA | Edit | [=]
2|AEMPL_RCD - Empl Record Mum3.0 Empl Record ?— Edit |ﬂ
3| AEFFDT - Effective Date Date Eff Date hA | Edit | [=]
4|AEFFSEQ - Effective Sequence Mum3.0 Sequence ?— [ it |ﬂ
5|APER_ORG - Organizational Relationship Char3 M Org Relation ?— Q =
& A.DEPTID - Department Char10 DeptID h A - Edit | [=]
7|A.JOBCODE -.Job Code Chars Job Code hA | Edit | [=]
8|APOSITION_MNER - Position Mumber Charg Position ?— Edit |ﬂ
9/ASUPERVISOR_ID - Supenvisor ID Char11 Supv 1D ?— Edit |ﬂ
10| AHR_STATUS - HR Status Char1 N HR Status T - Edit | [=]
11 AAPPT_TYFE - Appointment Type Char1 M Appt Type ?— Edit |ﬂ
12 AMAIN_APPT_MNUM_JPN - Main Appointment MUm3.0 Wain Appt Num =1 == =

Mumber . /

13 APOSITION_OVERRIDE - Override Position Data Char1 Posn Ovrd ?— Edit |:—|

./APOSN CHAMGE RECORD - Position ~ - - =1 ———— 1]

Click Edit the PER_ORG field.

If you wish to enter a heading of your own, such as Org Rel., click the
radio button next to Text, and enter the new heading in the Heading
Text field. Note: RFT means “Record Field Title.” The default heading
is RFT Short.

Edit Field Properties

Fald Name: A PER_ORG - Organcatonal Relabonahip

Y
NoMesding @ RFT Short et & sions Short Loag
Sum
Tt RIT Long pisted [octe Ooto for Shomioos |
toddng Ten! tin & Curront Dase
Org Ratation
Max
“Unigus Fiela Nama Avecage Fulo v
A EE';_:(: ]
Expresson
4 Promg! auF
Om Cancel

\
N

Click OK to save the new column heading setting.
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I \fi\ Preview the modified query, if you wish, by clicking the Run tab.
" Notice the changes that you made to the PER_ORG field. Then click
the Fields tab once again.

Changing Sort Order

Your output can be sorted by Query. Select the Fields tab. The
column order will display in the Col column. The sort order will
display in the Ord column.

e COLUMN ORDER is the order in which you want the fields to
appear in your query from left to right.

e SORT ORDER means the order that the rows of data will be sorted

from top to bottom based upon the values in a particular field or
fields.

The numbers in the Ord column indicate on which fields your query is
sorted and in what order. The number 1 represents the highest order
of sort. Note: No sorts are present in the query thus far.

The numbers in the Col column indicate the sequence of the fields
going across the screen or page from left to right.

To reorder the fields for display or change the sort sequence in the
query output, click the Reorder/Sort button.
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(5]

3 "

g =
a

Ecit

Edit -

m Empl Re % Edito ||=
Cate Ei % Edit =
N S= Y% Edit "
Char3 O % Edit =
c D= % Edit. ||l =
Ch Job Code A Edit. | -
C A i 4 Edit. | |\ =
Date A e % Edit.,| || =
Ch Rezzon b A Edit =
Ch ocation % Edit =
Ch S % Edit -
G RegTe % Egt || =
C Full® % Eait =

Save Szve As Nzw Query Prefsrences  Properties Fublish 3z Feed New Unioo Return To Search

To control the order of your output, first determine on which fields
you want to sort. Then, click the Reorder/Sort button to specify the
order in which you want the fields to be sorted.

Reorder columns by entering column numbers on the left. Columns left blank or
assigned a 0 will be automatically assigned a number.

Change the order by number by entering numbers on the right. To remove an
order by number, leave the field blank or enter a 0. Click the checkbox in the
Descending column to sort the field in descending order.

Click OK when finished.

Reorder the fields. Then click OK.
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Edit Field Ordering

Reorder columns by entsring column numbsers on the left. Columns left blank or assigned a 0 will be sutomatically
assigned 3 number. Changs the order by numbsr by entering numbsers on the right. To remove an order by numbsr,
lzzwe the fizld blank or antar 2 00

Edit Field Ordering Firzt K1 11gor 14 O Lo
Column | Record Flaldnams Ordar By |Dascending | Mew Crdar By

1| A.DEFTID - Departmeant 1|[E
Z|AACTION_DT - Action Dats

3| A.ACTION_REASON - Resson Code z
4| A EMFLID - Empl ID

5| A.EMPL_RCD - Empl Record

G| A.EFFDT - Effective Dats

T|A.EFFSEQ - Effective Sequence

E A PER_ORG - Organizational Relationship

83| A.JOBCODE - Job Code
10| A.ACTION - Action
11| ALOCATION - Location Code 3
12 ASHIFT - Regular Shift

13| A.REG_TEMP - RegularTemporany

i
i
I
i
i
i
i
i
i
i
I
—
]
i

ODNET 00D DDO NS oD

14| A.FULL_FPART_TIME - Full'Fart Time

L

Cancel

The results are displayed on the Fields screen:

New Field Seauence New Sort Seauence
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Query Name: 123

Description:hirz, rehirz

Vizw fizid propertiss, or use fisld 3 critena in query statement.

Co!  Record Fisidnams Format ! Agd

" 1|ADEPTID - Department Charto |1 | Deptip I3
2|4 ACTION_REASON - Resson Code Chad |2 |Reason 3
3|4 LOCATION - Location Cods Charid |2 ILocation 2
4|AEMPLID - Emgl ID Chartt iip %
£/A EMPL_RCD - Emgl Record Num.0 |Empl Record %
E;A.EFFDT - Effzctive Date Dat= :E.'f Catz 2
7|A EFFSEQ - Effective Sequence Num3.0 |Sequence %
S:A ER_ORG - Organizations! Relationship Char3 ‘N ' :qu Relation %
/A JOBCODE - Job Code Cha | | |  |lobCode 2
10|A ACTION_DT - Action Data Date EAcb'on Date 2
11 |4 SHIFT - Regular Shift Crart | N | smift %
‘ETA.REG_TEMP - RegularTemporary Chart | fne;‘Temp 2
13/A FULL_PART.TIME - FullPart Time |crart N | |FunPan 2
T4 ‘AEONi-Ath Chard [ *EAction ?3

| Save. | Szvz Az New Query Prafersnces  Properties  Publish 3z Fees New Union

View the query by clicking the Run tab.

Remds&myE:qxusimstnwsFidﬂsCﬁwiaHavmmaﬂlm

View Al | Reren Queny | Download to Excel | Download to XML

First K1l 1-190718 L] Last

E:‘I’:f“ Reason |Location| 1D HE':;,'d Eff Date |Sequence Re?;t?m C"E; “g;;" Shift|RegTemp | FulliPart | Action
1 [s457 (A £4531  |013204 o[os022011 NS 2683 05032011 [N R F REH
z (5457 [t £4535 (021323 o|os02/2011 o[ewe 2583 05032011 [N R F HIR
3 (5457 [az4  [se533 [o1zsa 0fo4rzarzon NEE 142561 04282011 [N [T L G
4 (5457 [z |5e533  |o133d2 0| 0423/2011 NER 142561  O4/25/2011 [N [T L REH
= [z4z7 Az [mezaz [o1zaes o[ o4zar2011 ofemr 142581 04232011 [N |R 5 REH
B (5457 |z |54533  |ozizaz 0| 0423/2011 NER 142561  O4/25/2011 [N [T L HIR
7 (2457 [Az4  [mes23 [ozizaa ofo4zar2011 ofemr 142561  O4/28/2011 [N [T L HIR
B (5457 |AZ4  |54538  |021Z94 0|oszaz011 o[emP 142561 04292011 [N [T L HIR
o (2457 [Az4  [mes23 [ozizes ofo4zar2011 ofemr 142561  O4/28/2011 [N [T L HIR
10[5457 [A24  |54538 02126 0|oszazo11 NES 142561 04292011 [N [T L HIR
11]5457 [az4  [sas38  [omizer o|oazarzo11 ofemr 142561 04282011 [N [T L HIR
125457 [A24  |54538  |oz1303 0|oszazo11 NES 142561 04292011 [N [T L HIR
135457 [az4  [s4538  [omizes o[ o4zarz011 NETS 142561 04282011 [N [T L HIR
145457 [A24 (54533 [ozi3ne 0| o42ar2011 o[ewe 142561 O4/25/2011 [N [T L HIR
155457 [az4  [s4538  [omizem o[ o4zarz011 NETS 142561 04282011 [N [T L HIR
18[5457 [A24  |54533 (021314 0| 0423/2011 NER 142561  O4/25/2011 [N [T L HIR
17[5457 [az4  [s4533  [omizer o[ o4zar2011 ofemr 142561 04282011 [N [T L HIR
185457 [A24  |54533 02133 0|0502/2011 NER 142561 05M2/2011 [N [T L HIR
135457 (a2 ([s4540 [ot00%7 ofoarzarz011 ofemr 142561 0322011 [N |R F REH
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Viewing SQL

You can view and print your query definition, which documents the
fields used in your query as well as other important information such
as the selection criteria. SQL stands for “Structured Query Language.”

Click the View SQL tab.

I ~ To print the SQL, right-click on the page, and select Print.

et M
Reponds Qwery Expressions Pramipts Fizkds Criteria Hawing Foun
Guery Name: 123 Description:hirz, rehirz
Guery 5QL:
DEFTID, AACTION_REASOM, ALOCATION, A EMPLID, A EMFL_RCD, TO_CHAR{AEFFDT,™
2, A PER_ORG, A JOBCODE, TO_CHAR{A ACTION_DT, ™™ Y-MM-CLC7), A.SHIFT, A REG_TEMF

To print the query results, right-click, and select Print from the menu.
From the Print screen select the appropriate printer and Click on the
Print button.
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Chapter Key Points
* From the Query Manager page you may perform the following
actions by accessing the Actions drop-down list box:

Add a query to your Favorites
Copy a query to another user
Delete a query

Move a query to a folder
Rename a query

O O O O O

= Also from the Query Manager page, you can open an existing
qguery, run output to HTML or Excel, or schedule a query to run at
another time.

= The primary record for a query is selected from the Find an
Existing Record page, which can be found by navigating
accordingly: Main Menu > Reporting Tools > Query > Query
Manager

®= Then click on the Create a New Query hyperlink.

= Three output options when executing a query include previewing
the results, sending the output to an Excel spreadsheet, and
displaying results in HTML format.

= When editing field properties, the text listed in the Headings
column will be used for the column heading in the output to the
Preview page.

= To change column order for a field, click the Reorder/Sort button,
and enter new column numbers to re-order the columns.

= Likewise, you can sort and re-sort your Query output, depending
on your wishes, using the Reorder/Sort button.

® You can view and print your query definition, which documents
the fields used in your query as well as other important
information such as the selection criteria, by clicking the View SQL
tab.
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CHAPTER 3

SPECIFYING QUERY OUTPUT

By the end of this chapter, you will be able to:

Understand Translate Table Values

e Specify criteria for retrieving data by entering selection criteria
and selecting conditions

e Use special logical operators in your selection criteria: AND, AND
NOT, OR, and OR NOT

e Generate Query run-time prompts, both single and multiple

e Use pre-defined aggregate functions in a query

e Delete queries

Next, you will explore the options for displaying the Translate Table
fields: long descriptions, short descriptions, and the code values.

You will also build upon your understanding of a key function: adding
criteria clauses to a query to return specific rows of data. Within
these criteria clauses you will compare fields to find data of equal
values, values greater or less than the field, values in a list, values in a
range, and more. You will also use the special logical operators AND,
AND NOT, OR, and OR NOT.



CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 43

You will learn another powerful function: setting up run-time
prompts, which allow you to enter values for a specific field at the
time the query is executed and to see how these values are then
used as criteria for retrieving information.

You will be shown how to use aggregate functions in a query. Instead
of returning many rows of data, perhaps you are only interested in a
count of rows or a sum of a numeric field. You can produce these
results using Query. Finally, you will discover how to delete queries.

Displaying Translate Values
You may come across records, such as EMPLOYEES, that contain
translate values, which you can use in your queries. A table called
the Translate Table stores the values for fields that contain a short
list of codes that do not change.

To illustrate, take a look at the charts below.

Field = ETHNIC GROUP
Translate Code: Short Translate Value: Long Translate Value:
1 White White
2 Black Black/African American
3 Hispanic Hispanic/Latino
4 Asian Asian
5 Am. Indian American Indian/Alaska Native
6 Not Specified Not Specified
7 Hawaiian Native Hawaiian/Oth Pac Island

Note: As you can see, sometimes the value of the short and long
translate value is the same.

You can direct Query to display the translate code, the short
translate value, or the long translate value.

First of all, open the public query:

DER_INFO_AGE_ACTIVE_DETAIL
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ORACLE

Favorites | Main Mene  » Reporting Tooks » Query » Queny Manager

7

Cuery Manager FIRST
Enter amy infarmation you have and click Search. Leave figkds blank for 5 list of all values. SECOND
Find sting Query | Creste New Queny
3 *  begins with < |o=R >
Search Results THIRD
*Folder View: — Al Folders — -
Check All Uncheck Al *hction: — Chooss — - G

Salect | Quary Nama Dsser Ownar | Foldar Schadula
[F] |DER_INFO_AGE_ACTIVE_COUNT)|Age info on Active EE Count Public: Schedule
[0 |DER_INFO_AGE_ACTIVE_DETAIL | Age info on Active EE Cetsil Public
[l |DER_JOBDATA BY _JOBCODE | Job Table Onby

FOURTH
[F] |CER_LTD_CNT Count of LTD enrcliments Scheduls

Find an Existing Query | Create New Query

Click the Save As hyperlink. Complete the dialog box as shown,

making sure to change the owner to Private and naming the query
DER_INFO_AGE_ACTIVE_DETAIL. Click OK.

Enter a name to save this query as:

*Query: |DEF{_INFD_ASE_ACTI‘."E_DETAIL_‘."E

Description: |.=-f;a infio on Active EE Detail 2

Falder: |
*Query Type: JE% -
*Owner: Private -

Guery Definition:
Wersion 2 by JBL

(ol Cancel

Make sure that the Fields tab is activated.
The three options for displaying translate values are:

None Translate code. Assumes Current Date logic.

Short 10 char Xlatshortname. You specify effective date
logic.
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Long 30 char Xlatlongname. You specify effective date
logic.

You will always know that a field is associated with a translate value
if one of these characters appears in the XLAT column: N (None), S
(Short), or L (Long).

The EMPLOYEES table is shown on this page. Notice the value N
under the XLAT column for the field BEN_PLAN and the N for the field

EMPL_STATUS.
Recards 2 Expressions ts C H = R
Query Mame: CE  AGE_ACTIVE_DETAIL Description:Ags
P stemant Reordar / Sort
— = i = o 16
Col Formst Orc | XLAT] 4go  Hesming T: Aga Critar t Dedst
c ID % Edit...| |\ =
c % Edit-| || =
D= % Edit. ||| =
LAN_TY T T % Edibry| | L=
EFIT_FU 8 t A Edit -
EMPL_STATU N T Edit | =
—
Save SaveAs  NewQuery Prefersnces  Properties  Publish 3s Fesd New Union Return To Searcn

I:: Click the Edit button to the right of the EMPL_STATUS field. The Edit
’ Field Properties dialog box will appear. Now you see additional
options in the Translate Value section of the box.

Edit Field Properties

Field CEN

UPL_STATUS - Payroll States
MName:
Ho Heading @ RFT Short ° ':“”* @ None Shart Long
um
Text RFT Long Count
lifil:zgt?m Hin & Current Date
e Max
*Unique Field Name: Average Field -
C.EMPL_STATUS
Expressicn
O Csnesl

To modify a translate value, simply click on the radio button next to
None, Short, or Long.

=
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Click on the None radio button now.

Note: When choosing Short or Long, always remember to select
Current Date for the Effective Date for Short/Long option.

Click OK. View the query results by clicking the Run tab. In this
example, three parameter boxes appear: Begin Birthdate, End
Birthdate and Benefit Plan. Enter or choose January 1, 1975 for the
Begin Birthdate, December 31, 2000 for End Birthdate and leave the
benefit plan blank. Here is a display of the results:

Resonas LETy EXpressions Prompt: Criteria Ha

Begin Birthdate = 1975-01-01,End Birthdate=2000-12-31,Benefit Plan=

Birthdate Flan Typ Flan Pay Status

Notice that the Pay Status column contains the letter A (the “None”
value) for each vendor, not the word Active, as would be shown if the
short translate value had been used. When you run across translate
values in a table, you now have an idea of how they can be used.

Entering Selection Criteria

N
\
\
\
\
\
\

Very often, you do not want to retrieve every row of data from the
record you are accessing. By defining criteria expressions, you can
selectively retrieve the desired information. To specify criteria
expressions, select the Criteria tab.
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Provided DER_INFO_AGE_ACTIVE_DETAIL V2 is still open, click the
Criteria tab. You should see the page shown here.

Records Query Exprezsions Prompts Fieids orite Having View SQL Run

Query Name: DER_INFO_AGE_ACTIVE_DETAIL_VZ Description:Ags info on Active EE Detail 2

[
s
T
[§
a
m o m om om s
A U |

4 44 44 44044
T
1
)
)
|

C
m m m m m
B 1R oo oo

N

Logical

Expression 1 Condition Expression 2

Note: When a query contains fields from several records, the field
name will be preceded by a letter that corresponds to its file. The
“A” in this query refers to the record EMPLOYEES (see the Query
tab). The ability to create queries using multiple records (in other
words, the ability to “join records”) is limited to a small number of
advanced users. However, all Query users have the ability to perform
a “related record” join, discussed in the Query for HRMS Version 9.1
Beyond the Basics class.

Based on the type of field for which you are adding criteria, you will
have different options available.

The options available are:

Logical Represents how criteria rows will be compared
with each other. The first logical operator is blank,
while each subsequent criterion defaults to AND.
The other choices are AND NOT, OR, and OR NOT.
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Expression 1
Condition Type

Expression 2

Used to specify what you are comparing (Field or
Expression). In this class, you will use Field only.
States how Expression 1 is to be compared with
Expression 2.

The comparison value, which can be a constant, a
field from another record, an expression, a
subquery, or a value (or values) entered in a run-
time prompt.

Summary of Combinations

Explored in this guide.

/

The Condition Type determines how Query Manager compares the
values of Expression 1 to Expression 2.

Note: For each of the Condition Types listed below, Query Manager
offers a “not” option that reverses its effect. For example, not equal
to returns all rows that equal to would not return.

Condition Type: When it returns a row...

between The value in the selected record field falls between two comparison values. The
range is inclusive.

equal to The value in the selected record field exactly matches the comparison value (one).

exists This Condition Type is different from the others, in that it does not compare a
record field to the comparison value. The comparison value is a subquery. If the
subquery returns any data, PeopleSoft Query returns the corresponding row.

greater than The value in the record field is greater than the comparison value.

in list The values in the selected record field match the comparison values in a list (more
than one).

is null The selected record field does not have a value in it. You do not specify a
comparison value for this Condition Type. Note: Key fields, required fields,
character fields, and numeric fields do not allow null values.

in tree The value in the selected record field appears as a node in a tree created with
PeopleSoft Tree Manager. The comparison value for this Condition Type is a tree
or branch of a tree that you want PeopleSoft Query to search.

less than The value in the record field is less than the comparison value.

like The value in the selected field matches a specified string pattern. The comparison

value may be a string that contains wildcard characters. The wildcard characters
that PeopleSoft Query recognizes are % and _.

You will learn to use several of these as you progress through this

guide.




CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 49

Equal To

The equal to Condition Type finds fields having a value that exactly
matches the value specified. The equal to Condition Type limits you
to one value.

I::> Back to the DER_INFO_AGE_ACTIVE_DETAIL_V2 query. Make sure
that the Criteria tab is selected.

Earlier you learned to add criteria by clicking the Add Criteria
button from the Fields tab. Now you will learn to add criteria
from the Criteria tab.

I::\ Click the Add Criteria button.

Records Query Exprassions Prompts Figids oritet Having View SQL Run

ACTIVE_DETAIL_VZ Description:Ags info on Active EE Detail Z
Reorder Critans
e gl B 13 E
Lopics Congition Typs X858 ait Maiate
B o EMPLID - Empi ID Edit., | ||=
D Eff Da Edits| | L=
2qusl to Edit =
C =3us Edit =
Eif Da Edit, || =
C Edit-| | =
= Edit. | | | =
=qus Edit;| | =
A Edit. || | =
Ssve Save As New Query Frefersnces  Propertiss  Publish 25 Fess New Union Return To Search

I ‘\} Click on the “. in the and choose the Select Record and Field box in
" the Expression 1 box.



V2

V2

! / /
N - N -
N N
AN AN
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Edit Criteria Properties

Choose Expression :
= Choose Record and Field
@ Field ecord Alias. Fieldname:
(Z) Expression
*Condition Type: =gusl to -
Choose Expression Expression 2
Type
: Define Constant
T Field
(Z) Expression Constant: | E
@ Constant
(% Prompt
7 Bubgquery
CK Cancel

In the Select a record to show fields for, box, click on the Show Fields
button for the appropriate record. In this example, choose
Health_Benefit.

Select the PLAN TYPE — Plan Type option from the menu. In the
Select a field box, Click on Plan Type — Plan Type.




/
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Select a field
Select a record to show fields for Customize | Find | R
AMiEE Fscord Fiscord Dascription Show Fisids
FERSOMNAL_DATA FERSOMAL_DATA for Rpting TR
HEALTH_BEMEFIT EE Health Benefit Elections Show Figlds '
c JOB EE Job Histony Show Fields.

Select a field Cusiomize | Find | iz ' rim B 1701 |
B.EMPLIC - Emgl ID
B.EMPL_RCD - Empl Record

TCOBRA_EVENT ID - C |dentification
B.FLAM_TYFE - Flan Typs
B.BEN - (Mot Implemented!)
BE.EFFLCT - Effective Date
B.DEDUCTION_END DT - Deduction End Date
B.COVERAGE_BEGIN_DT - Coverage Begin Date
B.COVERAGE_END DT - Coverage End Date
B.COVERAGE_ELECT - Coverage Election
B.COVERAGE_ELECT DT - Coverage Elect Date
BE.BEMEFIT_PFLAN - Bensfit Plan
B.COVRG CD - Coverage Code
E.HIPAA REPORT LOT - HIPAA Report Date (Emp)
B.PRETAX CD - Allow Pre-Tax Medical Premism
B.MEC: PREM PRETAX - Pre-Tax Medical Premium Valus
B.HLTH _FROVIDER_IC - Health Provider IT
B.FPREVIQUSLY SEEM - Previoushy Se=n
E.HIPAA_DEP_RPT_DOT - HIPAA Report Date {Dep)
BE.OTH_INSURAMCE_|IMD - Other Insurance |ndicator
B.OTH_INSURAMCE_MAME - Other Insurance Name

. Cancel

The Edit Criteria Properties screen will appear again with B.
PLAN_TYPE - Plan Type populated.

Edit Criteria Properties

Choose Expression 1

Type Choose Record and Field
@ Field Recorg Al i me;
' Expression CEPLAN_TYPE - Flan Tyee

*Condition Type: =guzl to -l

Choose Expression 2
Type

71 Field

7y Expression

i@ Constant

@ Prompt

Define Constant

Constant: | @

71 Subquery

Then leave equal to as the Condition Type, and click on the “. icon in
the Expression 2 Define Content box to select a constant. In this case
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choose 10 for Health and Click on Select Constant. You will see the
dialog box shown on the next page.

Click Select Constant for choice 10 (Health).
Select A Constant

£ mm T o orss D Lag

Flaid valua Transizts Long Hams Transizts Short Nams Zslect Constant

45 U.5. Bavings Bonds Sav Bonds Select Constant
il 403{b) A3k Select Constant
47 Nonslective Contributions MNonslect Select Constant
48 Emiployer Ondy Emiplr Oinby Select Constant
43 Section 457 457 Select Constant
44 Employes Stock Purchssse |ESPP Select Constant
50 Sick Sick Select Constant
51 Warstion ‘Wacstion Select Constant
52 Farzons| Parzonal Select Constant

© Health Health
iz Bus Psss CvP SeleCt TOnEtant
23 Employes Paid Life EE Pd Life Select Constant
T Free Supplemental Insurance| Free Suppl Select Constant
i3 Enhanced over 1.5 Ower 1.5 Select Constant
iz Enhanced Supplemental Life | E Sup Life Select Constant
Cancel

The Edit Criteria Properties screen will appear again with 10, for
Health, populated.

Edit Criteria Properties

T ———
Type Choose Record and Field

@ Field Record Alias.Fieldname:
¥ Expression 3, BFLAN_TYPE - Flan Type
*Condition Type: 2gqual to -
Choose Expression 2
i Field )
4 Expression Constant: | 0 Ex
@ Constant
) Prompt
71 Subquery
O Cancel

Your selection criterion is complete. Click OK. As noted, an AND
operator is automatically added each time you add a new criteria
expression.
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1
I—‘/ Click the Criteria tab the revisions in an additional row.

™~

ORACL

Favorites | Mzin Menu > Reporting Tools » Query » Query Manager

Fizkiz Having

Records Queny Expressions Prompts. WView S0L Run

[ Fe=s

Guery Name: DER_INFO_AGE_ACTIVE_DETAIL_VZ Description:Age info on Active EE Detsil

cuzpomzs | Fig | B | 2]

Losphesal [Exy ni Condition Typs [Exj n 2 Disilats
+  |A.EMPLID - Empl ID equal to B.EMPLID - Empl ID | Edity | (=]
AND w |B.EFFLOT - Effective Dats Eff Date == Current Date |t | | (=]
AND +  |B.EMPLID - Empl ID equal to C.EMPLID - Emgpl 1D | Edity | (=]
AND w |B.EMPL_RCD - Empl Record equal to C.EMPL_RCD - Empl Record |t | (=]
AND w |CEFFDT - Effective Date Eff Date <= Current Date {EffSeq = Last) [ Edit| | [=]
AND w |{A.BIRTHDATE - Dste of Birth not legs than 1 Bt | (=]
AND w |A.BIRTHDATE - Diate of Birth not grester than 2 | Edit || |=]
AND w |B.BEMEFIT_FLAMN - Benefit Plan equal to 3 |t | (=]
AND - |CEMPL_STATUS - Fayroll Status in list [ALFE) [ Edit..| | (=]
AND w |B.PLAN_TYPE - Plan Typ= =qusl to 10 Bt | (=]

Save Savz Az Mew Qwsry Prefersrces  Properties  Fublish 3s Feed New Union Return To Search |

To see the output, click the Run tab. Enter the same parameters for
the query and click OK.

Take a look at the results:

Records Querny Expreszions Prompts Figldz Criteria Having

View SOL m

Begin Birthdate = 1875-01-01,End Birthdate=2000-12-31,Benefit Plan=

Wiew Al | Rerun Queny | Download to Excel | Downlosd to XML First M 1gzores M e

s} Hame Birthdate Plan Typ Flan Pay Status

010205 TUCKER.BRYAMN P 1131877 10 A

2 011017 RAMIREZ SAMUEL L OEM8M15TT 10 A
3 011862 THOMAS THIMOTHY F 10251577 10 A
4 013755 WHITTEN,JESAIAH J OTATSTE 10 S5
5 014533 ZAREN CHAD M OB/ 211877 10 )
li] 014548 MONTEITH,BRENT N 12/03/1578 10 A
T Or4z48 MONTEITH,BRENT N 12/03/157T8 10 A
5 014548 MONTEITH,BRENT N 12/03/1578 10 A
] Or4z48 MONTEITH,BRENT N 12/03/157T8 10 A
10 |014348 MONTEITH,BRENT N 12/03/1578 10 A
Or4z48 MONTEITH,BRENT N 12/03/157T8 10 A

12 |014348 MONTEITH,BRENT N 12/03/1578 10 A
3 018TTS EDWARDS, TERRANCE J 07011875 10 5
14  |DiG822 MILLER..JASON D 03/28/1578 10 A
15 |D16838 GREEM.JAMES T 08/18/1381 10 A
16 [017206 KIMEER. ANTONIO K 01/311877 10 A
017208 HIMBER.ANTONIO K 01/21/11877 10 A

18 |D18163 WRIGHT, JAMES 03/21/1280 10 A
19 |018258 LA GRANTANTHONY C 12/20/1381 10 5
20 |D18259 LESTER..JASON 1V0B/15TE 10 A
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Plan Type 10 is the only one listed for all selected employees. Adding
selection criteria limits the number of rows that are retrieved.

Notice that EmplIDs 014946 and 017306 each have more than one
row with plan 10. This is due to being enrolled in multiple benefit
periods in that plan.

“Like” retrieves data containing fields that match specified portions
of a character string. The like Condition Type is case sensitive and
uses wildcard characters to search for data.

Following is output from a example query built to show this feature.

Azcoms Quary Exprassions Prompts Flelds  Cntorin Hawving vewsa EMNE
Vierw Al | Rargn Query | Download % Excal | Downlogd i XNE Feat W 3900 of 3008 2/ Lam
L] Last Start | Dept ID | Job Code Job Tile Reg/Temp | FullPart | Union Code | Barg Unit

018978 ses2 10280C SEWER LABORER I R 8 168 L

2 003288 (08072004 |8811 50 MARKTG & PUBLIC RELATIONS OFFR R F a7 S

8 Q018368 |OTO82007 |8611 0713DC CUSTODWL, WORKER IC | ] F HA 0

4 016308 8611 OT13F CUSTODMAL WORKER I-C L ot R F 5A L

5 000028 |0BMS@2006 |1652 4772 HUMAN RESOURCES REP R F a7 S

- 000170 |08M41584 (1082 a2 MUMAN RESOURCES MGR R F ar S
000236 |032941980 |1652 5312 HUMAN RESOJRCES MGR R F a7 &5

L] 00G871 |o6M91986 |1652 5074 LABOR RELATIONS OFFICER R F a7 5

L) 000926 |04/14/1886 |1652 a2 TEST ADMINISTRATION COORD R F a7 8

10 |00CEYS |12M&N19068 1652 4274 ADMIN SPECIALIST SR R F 97 s
018085 |11202006 |1454 OB2INR BENEFITS SERVICES SPEC R F 58 Q

12 |095558 (09112010 1654 4308 ENPLOYEE ASSIST COOR R F ar 5

13 |00Z243 1700 J4B4NR TEMPORARY OFFICE ASST# R F ie

14 |003638 |02202007 [1700 3003C ELECTION INSPECTCR R F a8 Q

The Job Title column shows all job titles in the system meeting the
other criteria set for collection such as Regular Employee for
example.

Wildcard A wildcard is a character that represents any
character or any group of characters in a search
string.

If you take a look at Edit Criteria Properties screen, this example shows
the like Condition Type selected with PROG plus the wildcard % typed into
the Expression 2 Define Constant box. We are looking for all Job Titles
with Programer in the title in some form.




CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 55

Edit Criteria Properties
e
=) Pt Record Alas Fleldname!
) Exprussion 4 BIOSTITLE - Job The

“Condition Type: | e

© Constam

O Promat Constant; [PROG% a,
[V arvn it
oK Canos

The query returned any rows where the JOBTITLE contained PROG,
including Program Assistant |, Program Assistant [l and Program
Assisstant Il1.

Recomds Query  Exprossions | Promps  Fleids  Grileria | Hawing vwsam

View A1 | Ranun Quety | Downlngd % Sxcel | Downlgad ¥ XM ) ERTTArY gwe
0 LastStart | DeptiD | JobCooce Job Titke RegTemp | FulllPart | UnionCode | BargUnit
1 |002188 |O3G1880 1652 04890C PROGRAM ASSISTANT Il H F aa 4
2 |oozeso [oarin9Bs  [1652 0 PROGRAM ASSISTANT I G F [ Q
3 |ooazas [o7men9sy 1652 0482DC [ |PROGRAM ASSISTANT Il i F 6A 8
4 [ondssa [oonanare 1062 04RaNR [ [PROGRAM ASSISTANT II g F a8 Q
& J0VTI74  |O214/2006 1652 D4BENR PROGRAM ASSISTANT | H F e Q
& (017676 |01117@006 |1652 04830C | [PROGRAM ASSISTANT | G F A 6
v |oo2rrs |1omenseo  [sta0 0490DC | [PROGRAM ASSISTANT Ill A F 18A 8
s |oav4r2 |ormenssz  [sany 04820C | [PROGRAM ASSISTANT | H G 1BA 6
8 (007472 5451 04890C PROGRAM ASSISTANT Il H F 1BA 6
10 {00894y  [o2me199s 5459 048961 PROGRAM ASSISTANT I G F 61 7
11 |001334  Jormsiiess  [sasz 04BONR [ |PROGRAM ASSISTANT II n F 58 Q
12 [o1s034  Joemsz001  [s239 04880C [ [PROGRAM ASSISTANT II H F 1BA 6
13 {013226 11221999 5457 04886 PROGRAM ASSISTANT | H F 61 7

Wildcard Definition
Character

Any string of zero or more characters.

% (percent) | For example, C% finds any string beginning with the
letter C.

Any single character.
_ (underscore)

For example, Hans_n will find Hansen or Hanson.




Between
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You can even “mix” wildcards, such as entering HANS_N% to look for
rows such as HANSEN,JULIA M and HANSON, LARS.

So, use the like Condition Type when you want to use wildcards to
pull data from a record. Next, we’ll take a look at the between
Condition Type.

“Between” selects fields having a value that is between two specified
values. This is an inclusive range where the upper and lower values
are included in the search.

between 010000 and 020000. You can use the between Condition
Type to select only those employees meeting that criteria.

Click on the Fields tab to find the EMPLID field. Then click on the Add
Criteria button.

Query Name: DER_INFO_AGE_ACTIVE_DETAIL_V2 Description:Age info on Active EE Dats

Save Save As New Query  Freferences  Properties  Fublish 35 Feso New Union Return To Search

Notice that this is a shortcut to using the Add Criteria button from
the Criteria tab. Your selection statement is already half-completed.

Next, select the between Condition Type. Then complete the
Expression 2 field as shown below, typing in 010000 for the first
constant and 020000 for the second. Note: There are no lookup
values for this field eventhough a “ still appears to the right of each
Constant entry field..
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Edit Criteria Properties

Choose Expression 1
Type

Choose Record and Field
Record Alias.Fieldname:

@ Field
(71 Expression

*Condition Type: betwesn -

@ AEMPLID - Empl ID

Choose Expression 2

e Define Constant
@ Const - Const -
& Const - Field Constant: [210000 @
&1 Const - Expr
i Field - Const
(2 Field - Field Constant 2: (020000 @,
1 Field - Expr
(7 Expr - Const
(21 Expr - Field
2 Expr - Expr

Define Constant 2

[ OK. || Cancsl |

Click OK. Your between criterion is now complete. Click the Run tab
to see the query results.
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Expressions Prompts.

Figkis

Criteris

Haw

ing || View SQL m

Begin Birthdate = 1975-01-01,End Birthdate=2000-12-31,Benefit Plan=

wigw All | Rerun Queny | Download to Excel | Download to XML First 4] {-3malaa [ Last
s} Hame Birthdate Flan Typ Flan Pay Status

010205 TUCKER, BRYAN F (ST i0 A
z 011017 RAMIREZ SAMUEL L 1977 i0 A
3 011682 THOMAS THIMOTHY F CTH 10 A
4 013755 WHITTEN,.JESAIAH . 576 10 5
5 014333 ZAREN,CHAD M OB/ Z1METT 10 A
li] 014946 MONTEITH,BRENT M 12/03/1578 10 A
T 014548 MONTEITH,BRENT M 120031578 10 A
8 014345 MONTEITH,BRENT M 120031578 10 A
] 014348 MONTEITH,BRENT M 12031578 i0 A
10 (014348 MONTEITH,BRENT M 121031578 10 A

014946 MONTEITH,BRENT M 12031578 10 A
12 (014948 MONTEITH,BRENT M 1210311578 10 A
13 |D167T8 EDWARDS, TERRANCE . OTi01/18T5 10 s
14  |DigBz2 MILLER.JASON D 034291578 10 A
15 |D165338 GREEN,JAMES T 06i18/135 10 A
16 (DIT306 KIMBER,ANTONIO K 014311877 10 A
7 |017306 KIMBER,ANTONIO K 01311577 i0 A
18 [DigiG3 WRIGHT, JAMES 03421/1880 10 A
19 |D18258 LA GRANT.ANTHONY C 1272001581 10 5
20 |018258 LESTER.JASON 107081578 10 A
21 018258 LESTER,JASON 10BM15TS 10 A
22 |018306 HUGHES BRIDGETTE O0Ti181384 10 A
21 |012815 LEONARD SR ANTWON 130M18TS 10 A
2 018842 SCOTT, FERCIVAL 1 10 5
25 |018843 STEWART,JAMIE i0 A
26 |012858 I'YAKAREMYE, MUJAI 10 A
2T |012858 I AKAREWMYE, MUJAI 10 A
Z 018884 BROWNM, CURTIS L 10 A
25 |D15584 RUIZJARELY M 10 A
30 (019180 BERGNER.,DANIELLE M Fiz 10 A
k§ 015278 FOGORZELEK] BRYAN 1 16/1381 10 A
32 (015347 GOUZA SHAWN 10051583 10 A
< e SHAHWAN, MOHAMED F 12191577 i0 A
34 (019625 LOZAMO, JORGE 03A0515TS 10 A
35 (019627 RHODA, STEVEN 032611389 10 A
38 (019630 HUTCHINSON MARQUIS 02181975 10 A
T [01sE3d HOLMON, JACQUAY 02211878 10 A
32 (D1m632 CARSCN JR.HARCLD T 020211388 10 A
3 01652 MCDADE VALERIAM 0818METS 10 A

Selection Criteria Order

You can re-order your selection criteria for a query so that the
system first selects rows based on one field, next another, and so on.
Re-ordering criteria can increase system efficiency.

Re-ordering your criteria is simple. Click on the Criteria tab. Then
click on the Reorder Criteria button. Type the numbers for the new
order in the New Position column. Then click OK.
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Edit Criteria Ordering
=1 a1 mrited anta s = e =] = = = i =
[ 4 b
Mzw Posttion Poltion E!.F-TQSSC-FI Conudition T:'F-Q E!.F-IQSSC-FZ
A.EMPLID - Empl I equal to B.EMPLID - Empl ID
B.EMPLID - Empl I3 equal to G.EMPLID - Empl ID
B.EMFL_RCD - Empl Reco equsl to C.EMPFL_RCLD - Empl Rec
C.EFFDT - Effective Date Eff Diate Currant Date (EffSeq = Last
A BIRTHDATE - Dat= of B nat less than
A BIRTHDATE - Date of Birth t greater A
8 B.BENEFIT_FLAN - Bensfit P equal to
3 C.EMPL_STATUS - Fayroll Stat t LS
O Cancs

You may wish to re-save your query.

Since you have just saved the query that you have been building
throughout this course, DER_INFO_AGE_ACTIVE_DETAIL V2,
why not pause for a moment and take a break! In a moment, you will
create a brand-new query to review and practice some of the
features you have learned so far as well as learn about a few nuances
of Query.

“In list” finds fields having values that match any one of the values in
a list of values. With this option, you are prompted to create a list
with the Edit List dialog box. You had an opportunity to use in list in
Chapter 2.

Key point to remember:
e From the Edit List dialog box, peruse the list of values, and click
the Add Value button to add a value to the list.
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Edit List
rind | B ) 250 pirt B0 4
o 50 ' '
O 51
O 52
Value: Add Value Delete Checked Values
Add Prompt
Custc w | B 28 fiay B 425 0156 D Las
Field Value Translate Long Nvame - ‘T;ansla(a éhcn Name A 5 AddValuo 7
45 U.S. Savings Bonds Sav Bonds Add Value
46 403(b) 403(b) Add Value
47 Nonelective Contributions Nonelect Add Value
48 Employer Only Emplr Only Add Value
49 Section 457 457 Add Value
4A Employee Stock Purchase ESPP
50 Sick Sick Add Value
51 Vacation Vacation Add Value
52 Personal Personal Add Value
53 Family and Medical Leave Act FMLA

e When you have completed your list, click OK.

¢ Note that on occasion, if there is no list of values provided, you
will enter values by typing them.

AND, AND NOT, OR, and OR NOT Operators
Take a moment now to read about additional operators. Additional
operators are used to further define your criteria expressions. These
include AND, AND NOT, OR, and OR NOT, and parentheses. When
you add a criteria bar, the default logical is AND, meaning that both
(or all) criteria must be true for a data row to be returned.

Note: Given the choice, it is always better to use the not version of a
Condition Type rather than the NOT operator on the entire criterion.
When you use NOT, Query cannot use SQL indexes to speed up the
data search. When you use the not version of a Condition Type,
Query can translate it into an SQL expression that enables it to use
the indexes.

You can change the value of the logical operator to AND NOT, OR, or
OR NOT by clicking in the drop-down list in the Logical column for a
field.
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Say you had added a row of selection criteria to ask for records
where the EMPL_RCD number for an employee is either O (primary)
or 1.

Recorms Qubry Exprassons Prompts % Hawving Viaw SOX R
Query Name: DER INFO_AGE ACTIVE DETAL V2 Dasctiption: Age info on Active EE Datall =
Ada Cntena Group Crlera Reorer Craena
C v TS R
Ancrnazaa e — R ORI 1} ST WSS SRR OV € S5 Ll
Loglow Exprysss Gonditien Type Expreanion 7 Ean Oolete
S TAEMPLID -Empl 1D ogual o 8.EMPLID « Empi ID Eait -
ftd(? 7: B EFFDT - Efactive Dame ET Dats <= Curent Daw Eait
AND $ | BEMPLID - Empl ID aqual o CEMPLID - Empl ID Eant -
AND + | BEMAL_RCD - Empl Record aquRl e CEMPL_RCD - Empgx Recorg Eait
AND s CEFFOT - Effactve Datn EX Date <» Current Date (ENSaq » Last) Egit -
AND ¢ | (ABIRTHDATE - Date of Birth not less than ! Eait
AND 3 ABRTHDATE - Dane of Bty not gremer than 2) Edit
AND + | BHENEFIT _PLAN - Banedt Plan equalto ) Eoit -
AND :_ CEMPL_STATUS - Fayrol Siatus n et (AL 7'S) Edit
AND s | BPLAN_TYPE - Plan Type n st (80,5152 Eait -
AND $ L AEMPLID -Empl ID oqual o 0 Eait -
AND s AEMPLID -Empl ID aqual o 1 Eait -
Save Save As New Quary Profwarges Proparses Publish ap Feed Now Linior Rewm To Search

You can group rows of criteria to ask for very specific information
from the database. You will use the Group Criteria button.

Parentheses are used to group and ungroup rows of selection
criteria, and they control the order in which Query executes the
criteria. To select several rows of criteria for grouping (or
ungrouping), use the Group Criteria button. You will notice one set
of parenthesis are used in the Criteria. Do not alter those. Instead,
add an additional set for the appropriate fields shown in the example
scree. Click OK.
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Edit Criteria Grouping

Use the edit boxes to enter parenthesis for each criteria. Use only the '"and 'y characters.

ZVES K o
Logieal Left Paren Expressioni Condition Type Expression 2 %
A.EMPLID - Empl ID equal to B.EMPLID - Empl ID
AND B.EFFDT - Effective Date Eff Date <= Current Date
AND B.EMPLID - Empl ID equal to C.EMPLID - Empl ID
AND B.EMPL_RCD - Empl Record equal to C.EMPL_RCD - Empl Record
AND C.EFFDT - Effective Date Eff Date <= Current Date (EffSeq = Last)
AND { ABIRTHDATE - Date of Birth not less than 1
AND ABIRTHDATE - Date of Birth not greater than |:2 )
AND B.BEMEFIT_PLAN - Benefit Plan equal to 3
AND C.EMPL_STATUS - Payroll Status in list [ALVP'S)
AND B.PLAN_TYPE - Plan Type in list ('50°'517627)

AND @ A.EMPLID - Emp! ID equal to 0
AND AEMPLID - Empl ID equal to 1 @
OK Cancel

In this example, your output would list only those rows that meet
these criteria:

= Rows for the Employee IDs from Record A equal to the employee
IDs for Record B.

= and an effective date from Record B less than or equal to a
current date

= Rows for the Employee IDs from Record B equal to the employee
IDs for Record C.

= and an effective date from Record C less than or equal to a
current date

= gand birthdate from Record A between two parameter values input
by the user to run the query. We used January 1, 1975 and
December 31, 2000 in this example.

® and a benefit plan entered as a parameter by the user to run the
guery. We chose to leave this parameter blank.

» and an employee status in the list (values A, L, P and S)

= agnd an employee record number of either 0 or 1

It’s time to write a new query from beginning to end.
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EXERCISE - Create a New Query, Specifying Selection Criteria

You have been asked to create a query that displays all records for
employees that are married.

STEPS ... USING ...

1. Create a new query e Main Menu > Reporting
Tools > Query > Query
Manager

e Click the Create a New

Query hyperlink.
2. Select the record EMPLOYEE

3. Select fields for display, and |= EMPLID
place them in this column = LAST_NAME

order = FIRST_NAME

= MAR_STATUS

4. Verify the sort order for this |=« [AST NAME
field in ascending order. If -
not change it.

5. Change the heading for LAST_NAME = Last Name
these fields as shown if FIRST NAME = First
required. Name
*Reminder: Use the Edit
button.

6. Display the Long Description | MAR_STATUS
translate value for this field

*Reminder: Use the Edit

button.
STEPS ... USING ... |
H H i Expression 1 Condition type Expression 2
7. Enter selection criteria for MAR STATUS  equalto Marriod |

this field




View
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8. Preview your query results

Selecz A Ccowtast

Your results should be similar
to the the next screen..

Records Query Expressions Prompta Fimida Centonia

Maving | View SOL m

Vigw All | Rerur Quary | Downioad 10 Sxpal | Downigsd % XML ¥ M 1000t 125 2 Las!
] Last First Name Mar Status

1 018678 WALKER STANLEY Mamied

2 000470 KNICKERBOCKER ANDREA Mamiag

3 000239 MC ATTEE SALLY Marriad

4 000871 ALVARADO JOSEPH Mamed

5 019568 ZAMORA CRISTOBAL Marmiac

6 002243 WAGLER ROBERT {Mamiad

7 006877 MIGLIACCIO PASQUALE Married

L) 008612 COLE CAMILLE {Marriee

9 017384 EDWARDS TROTHY Married

10 016284 KENNEDY DAVID Matried

11 002648 STEIN MICHELLE Mamed

12 (003449 KAMLAH KAREN Maried

13 004710 ROCHE-SANDERS MARIA Married

14 010876 KERR ALAN {Marriad

15 018196 HONOLD REYNOLDS Mamoc

16 019046 DEVEREAUX NOLA Mamed

Perhaps instead of retrieving all married employees, you are
interested in looking at only those which have less than a high school
diploma or GED.You can modify your query to get a “short” list of
high school graduates by adding selection criteria.



CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 65

STEPS ...

USING ...

9. Add the field
HIGHEST _EDUC_LVL

10.Click on the Criteria tab to
add selection criteria

11.Use the Less than Condition
Type to search for
employees have not

Query tab

Criteria tab

Bt Critena Progerties

bt el

1 i S 1]
Tamy B3td Akes S e ey
Errenw LHOHENT STUT LVL - g &

B L —

received a High School
diploma or GED.

12.Preview your query results

]

Crmvvwm,
= Cowwam

P

L 4

il =

o Canamt

Coreum

Your results should be similar
to the next screen.

View All | Rorun Query | Downioad to Excel | Downioad 1o XM ¥ 1.100 ot 3043 M) Lamt
[+ Last Frst Name Mar Status Hl Educe Ly

1 018978 WALKER STANLEY Mariac A
2 003288 RUSCH WALTON SANORA Sngle A
3 018398 ALLEN JOHNNY Sngle A
4 018398 ALLEN JOHNNY Sngle A
8 000028 SUTHERLAND LAURA Smgle A
-] 000170 KNICKERBOCKER ANOREA Mamiac A
7 000239 MC ATTEE SALLY Mamied A
8 000871 ALVARADO JOSEPH Married A
e 000926 VERFURTH KATHLEEN Srgle A
10 000a7T5 WHITTLEY KATRINA Singia A
1 018089 RAVUCKMAN KATHY Divorced A
12 035588 ZAMORA CRISTOBAL Married A
13 000616 BENGSCH MARY Sngle A
14 002243 WADLER ROBERT Mamieo A
15 003638 PELKOWSKI JOHN Sngle A
19 004238 LIEDTKE SUSAN Sngle A
17 004729 CARPENTER MICHAEL Single A
18 006877 MIGLIACCIO PASQUALE Mamied A

As you can see this is a lot of people. However, the majority have a
code of A which indicates the information was not provided.
Therefore, if we want more accurate data on High School graduates
or GED recepients we would need to collect the data and correct it in

our system.

Now say that you wish to further refine your query to select rows
with either a married or divorced marital status. Add a row of
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selection criteria and group two of them using parentheses, as

described in the following steps.

STEPS ...

USING ...

13.Make sure that you have the
Criteria tab selected

14.Add a row of selection
criteria using the equal
Condition Type

15.Then use the OR logical
between each of these rows
of selection criteria *Hint:
Use the Reorder Criteria
button so that the two
marital status criteria are
together.

16.Add parentheses around
these two rows *Hint: Use
the Group Criteria button.

Criteria tab

Edit Upetar
Fokt n IAM - e
Eapreeasen
S N e———
Fekd
g et
o
Proceq
.
» Gavel

Logical Expression1 Condition type  Expression 2

MAR_STATUS equal m
MAR_STATUS equal b

Logical Expression1  Condition type Expression 2

(MAR_STATUS equalm
MAR_STATUS equal D)

Your criteria should look similar to this:

Recons Quary Exproasions Prompiy Fields

Query Name: CREATE_OUERY_EX_FOR_GUIDE Description
Ada Criana Group Colera Reordaer Crosdia
ARIEY Eapressiont Coongition

s { AEFFDT - Effective Date Ef Date <»
AND ; AMIGHEST_EDUC _LVL - Mghes! Ecucston oos this
Lavel

AND ¢ L [AMAR_STATUS - Mantal Status egqual o
Ok s AMAR STATUS -Mar

{ w SQL R
Creating a quary
yp Expression § £din D
urrent Date (EffSeq » La Ecut -
Eo -
Eo
Ecut

Rewm To Saarch
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STEPS ...

USING ...

17.Preview your query results

Your results should be similar
to the next screen.

Aacoms Quary SxqrRsRONE Pramess Fisics Critwra Having View 508 ;u;.u:l
Yiew All | Reoun Quary | Dewnioad to Excad | Downiosd 1o XML Frst M 1.900 of 1452 M Lam
] Last First Nama Mar Status MiEouc Lv
1 018978 WALKER STANLEY Mameo A
2 000170 KNICKERBOCKER ANDREA Marred A
3 000239 MC ATTEE SALLY Mamed A
4 000871 ALVARADO JOSEPH Mamag A
5 018069 RAUCKMAN KATHY Divoread A
6 0195568 ZANORA CRISTOBAL Marmied A
7 002243 WAGLER ROBERT Mamec A
8 006BTT MIGLIACCIO PASQUALE Marea A
9 007339 HINKLE BRIAN Divorcad A
10 008812 COLE CAMILLE Marmed A
1" 017384 EDWARDS TIMOTHY Mariag A
12 018284 KENNEDY DAVID Marieg A
13 018840 REED PETER Divorcad A
14 002648 STEIN MICHELLE Marmao A
15 003449 KAMLAH KAREN Mamaeag &
19 004710 ROCHE-SANDERS MARIA Marred A
17 008848 GREENE EDITH Divorced A
18 c10878 KERR ALAN Mamec o
19 018158 HONCLD REYNOLDS Mameo A
20 019048 DEVEREAUX NOLA Mamea A
STEPS ... USING ...
18.Re-save the query Save ||

Run-Time Prompts

A run-time prompt allows you to enter values for a specific field at
the time the query is executed, giving you more flexibility. The report
will display only those rows of information that match the value
entered at the prompt. The report will be different each time you
run it, depending on what value(s) you enter at run time. Thus you
can use the same basic report repeatedly to retrieve different data.

Build a new query so that you can practice with creating and using

run-time prompts. You will be using the EMPLOYEES table again,
seeking to create a list of active employees in your department, along
with information about each person’s job code, job title, union code
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and bargaining unit. Each time you run the report, you want a

different group of employees.

STEPS ...

USING ...

1. Create a new query.

2. Select the record.

3. Add the effective date
criteria.

4. Select fields, and have them
display in this order.

5. Sort the output for this field
in ascending order.

6. Change the headings.

7. Enter the first two selection
criteria.
See the special note, below

8. Save the query.

Main Menu > Reporting

Tools > Query > Query

Manager

EMPLOYEES

OK

DEPTID
NAME
JOBCODE
JOBTITLE
UNION_CD
BARG_UNIT

DEPTID
NAME

DEPTID -
Department

BARG_UNIT =» Bargaining
Unit

DEPTID, like, first three
characters of your org
code+% example: 165%
EMPL_STATUS, in list, ALPS
JOB_INDICATOR, equal to, P

JOB_UNION_BU




CITY OF MILWAUKEE — QUERY SELF STUDY FOR HRMS VERSION 8.9 — PAGE 69

criterion.

9. Add a fourth selection

UNION_CD, equal to, ... Then
continue with instructions that
follow ...

Note: Remember that you can use a field such as EMPL_STATUS or
JOB_INDICATOR in your selection criteria without having to display it

in your query.

Now you will set up the prompt on UNION_CD. As noted in Step 9 on
the previous page, add the selection criterion for UNION_CD,
selecting equal to for the condition and Prompt for Expression 2

Type.

Edit Critaria Properties

* Flala Recore Alas Flekiname
Bepreseion ALUNION_CD - Umian Coge

“Condtion Typs o "

Pk ~
Exprossion Prompt Jae
\ Conatam
> "(M‘ﬂ

Subguery

o Cancet

I:: ~ Then click on the New Prompt hyperlink. The first time you define a
" prompt in a report, you go directly into the Edit Prompt Properties

page.

Edit Prompt Properties

Field Name:

UNION_CD o
*Type:

Character

*Format:

a< Upper
Length: 3

Decimals:

.
*Edit Type:

Prompt Table e

OK Cancel

*Heading Type:

[ RFT Short % |
Heading Text:
|Union Code

*Unique Prompt Name:

BIND3

Prompt Table:
@, UNION_TBL



O Field:

® Heading Type:

© Type,

Format,
Length &
Decimals:

O Edit Type:

N
\
\
\
\
\
\

C
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All of the information on this page defaults in. Each field is described
in more detail below:

Field value defaults from the selection criteria bar.

Rft Long The long field name from the record definition.
Rft Short The short field name from the record definition.
Text Free-form text — enables you to assign your own

label.

Type, format, length, and decimals default from the field definition in
the database.

The value in this field will default to No Table Edit, Prompt Table,
Translate Table, or Yes/No Table, depending on which field value is
shown in Field.

Click OK to confirm your Prompt Properties. Then click OK again.
Notice in the screen print shown here that it is represented on the
criteria page as :1.

Edit Criturin Properties

O 15 Record Allms Fsionamae

Cxpreasion

“Conduion TYpe!  couulve

Flale
Sxpreasion
Constare

+) Promp
Submuary

oK Cancul

Click OK again to return to the Criteria screen.
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Reconts  Query  Expressions  Promots  Fisios m Haning  ViewSQL  Rum

Quary Name: JOB_UNION_BU Description: Used for 2 1 Guidabook Feed

Adc Critena Group Crileria Reorder Crilnra

Logles Exprawsiont Conditian Type  Expression 2 —_— ean Ovlate
s AEFFDT - Efective Dale EfMfDate <= Curreni Date (EMSaq = Lasl) Eait -
| AND ~ ! ADEPTID - Dopartmant like 186% Eait =
AND S AEMPL_STATUS - Payrof Stalus  in list fALPS) Eait -|
AND + AJOB_WMNDICATOR - Job Indicator  equal 1o 1) Edit -|
Eait

AND 5 AUNION_CD « Union Code equal 1 @ =
Suve SoveAs  NewQuery E Ne

Prufcences Properties FULfsh as Feed Union Retum Ta Search

3

:

Re-save your query and run it. When you do so, this dialog box pops
up. This is where you enter the union code desired, or you may click
on the “. icon to search for a job code. Click on the “. icon now.

JOB_UNION_BU

Union Code: @,
0K | Cancel

The Look Up Union Code page appears.

Click on the desired union code and click OK. You will then see the
results of your query. (Union Code 6A should return rows.)

b S
&

Look Up Union Code

Search by: | Union Coge 3 | DSONEWID

Look Up Cancel. - Acvanced Lookp

Soarch Results

View 100 Finat PTAR DL BT Lam
Lnien Cade Desgription

] Members, Boards & Coonm

1A Local 1238, AFSCME- Rog 5

18 Lol 1238, AFSCME- Reg 54

154 Local 1091, AFSCME - Reg 5

158 Local 1081, AFSCME - Reg 58

184 Lotal 3), AFSCME- Reg 5

168 Lotal 13, AFSCVE - Reg 50

162 LOCAL 33 IN POLICE DEPARTMENT
19 Local 494-5hop, IBEW

20 Locsl 494-Elac, IBEW

n Lotal 494-Faw Alam, IBEW

a Staf Numes Cound|

Remember, should you get 0 results, it does not necessarily mean
that you made a mistake in building your query! It may simply mean
that there are no rows that meet your selection criteria.
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Records Query  Espressions  Prompts | Fisids  Criteca | Having | View SOL m

Union Code = 8A

view A1 | Rarun Quary | Download o Excesl | Dawnioad o XML Fewl ¥ L7007 8 ot
Dapt 10 Name Job Code Union Code Barg Unit Job Tite

1 |1652 JUDY KAMMERMANN 04890DC 6A 6 PROGRAM ASSISTANT Il

2 |1682 KAREN KAMLAM 04180C BA & CERTIFICATION SERVS SPECIALIST

3 |1662 SUSAN LIEDTKE 04860C 6A 6 PROGRAM ASSISTANT Il

4 11652 MARIE PETTIGREW 04100C 6A 5 PAY SERVICES SFECIALIST

5 | 1652 MEGAN KEMMERLING 04880C 6A & PROGRAM ASSISTANT |

& | 1082 TAWALINA SWANIGAN C3200C GA o ACCOUNTING ASSISTANT

71654 MARY TURNER 04790C 64 6 OFFICE ASSISTANT Il

The next time you run this query, you may wish to view Staff Nurses
Council employees or Non-management/Non-represented
employees. Run-time prompts give you that flexibility.

Click on the Criteria tab.

Multiple Prompts
If you wish to have more than one prompt in a query, you simply
define additional prompts by simply adding another row of criteria.

Say you want to add ethnic group to the selection criteria as a run-
time prompt. By modifying this query, you can have the system ask
you for two values at run time.

Multiple Prompts

~ Adda prompt for ETHNIC_GROUP. To do so, add a criteria row for

the field, using the condition equal to and Prompt for Expression 2.
Click the New Prompt hyperlink. Then click OK, and then click OK
again. Your resulting Criteria page will look like this:

Rocords | Query  Expressions Prompss | Flolds 5 Havng  ViewSOL R

Query Name: JOB_UNION_BU Description: Used for 9.1 Guidebook Feea

Add Crismria Group Critena Reorser Critana

Loswal Lspression Congition Tyne  Expression ] . = €an Colmn
$ | AEFFDT - Effective Dato Eff Dats <= Current Date (EfSeq = Laat) Eoit =i
AND $ | ADEPTID - Dapanment l2 185% Eat -
_AND | AENPL_STATUS - Payrnll Saatus in fist (AL PS) Eot |
AND ¢ | AJOB_INDICATOR - Job Indicator  agual Ean -
AND 3 AUNION_CD - Union Code equal B Emt =i
AND ¢ AETHNIC _GROUP - Ethnic Group  egual 1o Eot -

Save Save s New Quary Preloronces Pruperties Pudish 23 Feod Neaw Union Reasn To Search
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Prompts can only be assigned once. If all of your prompt criteria are
defined using the AND connector, then all your prompts are logically
required.

> Run the query JOB_UNION_BU. Upon seeing the Query Results
" window, make a selection for the Union Code, and then make a

selection from the Ethnic Group drop-down list.
JOB_UNION_BU

Unilon Code: [ga™ @

<

Ethnic Grp: | gjack/African American
OK Cancel

You should see results similar to those shown here:

Recoeds

Query Expressions Prompts Fialds Craarn Havng

viewSoL £
5 Wbihaliastiy —

Union Code = 6A_ Ethnic Grp=2

A | Beeun Queey | Downlond te Exoe! | Doweolaid to XML 12002
Oept ID Name Jot Code Unilon Code Barg Unit Job Title
Y 1652 MARIE PETTIGREW 0410DC A & PAY SERVICES SPECIALIST
2 |1662 TAWAUNA SWANIOAN 0320DC A 6 ACCOUNTING ASSISTANT I
3 |1654 MARY TURNER 047SDC A 8 OFFICE ASSISTANT

The run-time prompts enable you to select different values every
time you run the query.

To manage your prompts, click on the Prompts tab.

Records Quary Expmssons Frompd Finids Critoria Having Viegw 501 Aur

Quary Name: JO8_UNICON_BU Description: Used %or 9.1 Guidebook

Aga Prompt

tn L gt M . )

| PSP . 8 - 0] ] Sl i L et

Prampt (2] Ooiets

1= UNKON_CD - Union Code Eoe -

2 » ETHNIC_GROUP - Ethnic Grp Eon =

Save Save As New Quary Padarences  Proparies  Publlsh as Feed Neow Union Retum To Search

To delete a prompt, you would click on the =| button.

Simple Aggregate Functions in Query
Using aggregate functions in Query gives you the ability to capture
summary data in the Grid Control instead of detailed data rows.
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Aggregate Function An aggregate function is a pre-defined
summary calculation in Query. It returns a single
value for multiple rows of output. Operations that
summarize data are these:

= Avg (Average)

= Count

= Max (Maximum)
= Min (Minimum)
= Sum

Open the query you created called 123. Click on the Criteria tab, and
delete the row(s) of criteria that ask for SHIFT status using the button
button = at the end of the appropriate row. Also delete the row of
criteria that asks for ACTION. Your page should now look like this,
with your organization code(s) listed:

{ecords Query Expressions Srompts Craaria Maving View SCQL Ru

Query Name: 123 Description. FOR TNG

View Seld propertes, or use field a8 GenNa In query statemeant Reoroer / Son
Col Record Fieidnamy Format Ord XLAT Agg Mesding Tast Add Criterin  Bat Dwats
1 ADEPTID - Deparnant Charto Dept D b 4 Ean
LD -Empl ID Chart D % Eait
3 AENPL ROD - Empl Recons Num3 D Empl Reoony % Ean
A JOBCODE - Job Code Charg ob Code ' 4 Ean
5 AREG_TEMP - RegulanTemporary Chart N Reg/Temp % Eait
AFULL PART TIME - FullPan Time Chart N FulliPan % Edit
Save New Quary Preferences Propories Publigh as Faed New Uinion Ream To Search

Return to the Fields tab. Using the delete button =I, de-select the
following fields for display: EFFDT, EFFSEQ, SHIFT, ACTION,
ACTION_DT, PER_ORG and LOCATION so that they do not display in
your query results. These fields will remain:
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Records | Quary  Expressions mm(:ﬂu\l Moving  ViewSCL | Run

Query Namae: 123 Description: FOR TNG Feed

View Seld propertes, or use field 83 G1Iena in query statement Reonder { Sort

Cal Racqrd Fisidnama Format O XLAT Agg Mesding Tas

Add Criterin Gt Owiats
1 ADEPTID - Daparmment Charto Dept D % Ear -
2 AENMPLID -Empl ID Chartt D * Ean -
3 AEMPL_RCD - Empl Recons Num3 0 Empl Reoors % Ean -
4 AJOBCODE - Job Code Cnaré Job Code % B -
5 AREG_TEMP - RegulanTemporary Chart N Reg/Temp * B -
6 AFULL_PART_TME - FullPan Time Cnart N FullPan * B -
Save Save As Now Quary Prefargnces Proporties Publish as Faed New Union Reaan To Search

Save your query.

Simple Aggregate Functions in Query

To calculate a count for the number of employees your, click on the
Edit button to the right of the EMPLID field. You will see the Edit Field
Properties dialog box shown here. Choose the type of calculation you
want to perform, which in this case is Count. Click OK.

Edit Field Properties

Field Name:A.EMPLID - Empl ID

Heading |
ONoHeading () RFT Short 8:°"’ —
um
OText ORFTLong ) Count
Heading Text: OMin
[Count D O Max
*Unique Field Name: () Average
[AEMPLID ;
| OK  Cancel

You will now see the word “Count” under the Agg column:

Rmmwwmmmwwu Aun

Quary Name: 123 Description: FOR TNG ) Feed
Viow fSedd propert=s, or usa Nalo as ontaria in quary siaemont Rearder ( Sort.
Cal Record Fiuidnams Format Ord XLAT Agg Heading Test Add Celtara Edit Ouletn

1 ADEPTID - Gepartmant Char10 Qent 0 % Eae -

2 AENMPLID - Empl Chartl @ nt D % Ea. |

3 AENMPL_RCO - Empl Record Num30 il Recons % -Egg -

4 AJOBCODE - Job Gode Chast Job Code % Eae. -

5 AREG_TEMP - RegularTemporary Chart N Rog/Temp % Eoe -

& AFULL_PART_TIME - FullPart Timo Chart N FullPan % Eoe =]

Save Sgwohs  NewQuory Pefermnces Properies  Fubish asFeeg New Union Retum To Search
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Now change the sort for the report: click the Fields tab, then the
Reorder/Sort button. In the New Order By column, type a 2 to the
right of JOBCODE. Click OK.

Click the Run tab for viewing.
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Notice from the next screen print how the results look different from
your earlier results. Fewer rows are returned, and in the Count ID
column, a count is displayed rather than actual employee ID’s.

Aecords Query  Expressions | Promots A""’ Crers  Having  View 5OL m

View A1 | Rerun Query | Downicad 1o Exce

oamicad 1o XML

E

Dopt ©

Count IO

Empl Record

Job Coae

Reg/Tamp

FullPar

5457

1|042861

5457

042881

sasr

048301

5457

045361

5457

043061

o] s=fwle] =

5457

045861

s4n7

049361

>~

5457

101500

5457

104181

5457

elolsjals|aolnic]e

104181

5457

1104161

12

5457

104161

Aln|B| BRI R]2

13

5457

105061

A

14

5457

14150C

15

5457

14130C

16

5457

. "
wlsla]<lmlolw]d] <] <]l <]l<]laln

olulNn|oln

1419DC

7”7

457

1]14180DC

14

aa57

12

1418D0C

19

sas7

13

141900

BRI

miwmimimjaiwiwiwine]miwiniwmmiwiw"

You can gather from these results, for instance, that there are two
employees who are regular fulltime employees working in jobcode
048061.

The EMPLID field has actually been redefined within the query as a

summary field.

As mentioned, aggregate functions return a single value based on
multiple rows of data. If only the field with the aggregate function is
displayed in the output, Query will look at all the rows of data and
perform the function based on every row. The output will be a single
value.
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EXERCISE - Create a Query, Using an Aggregate Function

\
\
\
\

You have been asked to create a query to calculate a count of
employees for each of your organization codes who have been hired,
rehired, promoted, transferred, or received a pay increase.

STEPS ... USING ...
1. Create a new query. New Query |
2. Select the record. EMPLOYEES |
3. Add the effective date OK |
criteria.
4. Select fields for display, in = EMPLID
this order. = ACTION
= DEPTID
5. Sort the output for this field |« DEPTID
in ascending order.
6. Change the heading. DEPTID >
Department ‘
7. Enter the first two selection |= DEPTID, like, first three
criteria. characters of your org
code+% example: 165%
= ACTION, in list, HIR, PAY,
PRO, REH, XFR
8. Using the Edit button for EMPLID > Count (ID)
the EMPLID field, define
your aggregate function
(Count).
9. Click the RUN tab. Your results should be similar
to the Grid Control that
follows.




Grid Control
output:

L
Ct
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Count 1D Action l
REH {1682

1[XFR

Department

|

|16

3 1[xre |1652

4 2|PAY *-r_
|

2|PRO |18

£ ) XFR ]'r

- - —1=

[iE

|46

il =

f

642

&
sl &

5|PAY
10|PAY

554

65

The field EMPLID has now been re-defined within the query, and for
each unique combination of fields selected for display, you see a
count.

Next, from the Fields tab, de-select this field for display: ACTION by
using the Delete button =/,

Run your query again, and notice how few rows are retrieved:

Count 1D Department

The reason fewer rows are displayed is that you have lost the detail
for the ACTION field. The numbers in the Count ID field shown above
include everyone in each of these organizations who was hired,
rehired, promoted, transferred, or received a pay increase. You do
not know the breakdown with this type of a summary report.

Whether you choose to show detail or summary information
depends on the purpose of the report.

Deleting Queries

L

From the main Query Manager menu, you can delete queries in
addition to creating, opening, and renaming them.

Navigate accordingly: Main Menu > Reporting Tools > Query > Query
Manager. Click Advanced Search to search for your Private queries.
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Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

Query Name: (BEGEETHT) |
Description: [ begins with | § [
Uses Record Name: @] i
Uses Field Name: {begnswith ¢ |
Access Group Name: [ beginswith '3 | a
Folder Name: [@ !

*Query Type: =
Owner: -
When using the IN or BETWEEN operators, enter comma sepaTetesvSiues without quotes. i.e. JOB,EMPLOYEE,JRNL_LN.
Search Clear. |Basic Search
Search Results
*Folder View: [ — All Folders — 6
Check All Uncheck All

*Action:

0 hea FOR TNG Private Edit HIML Excal XML Schedule
=] JICREATE_QUERY_EX_FOR_GUIDE  Creating a query Private Edit HTML Execsl XML Schedule
o ICREATE_QUERY_GUIDE Used for training Private Edit HTML Excel XML |Schedule
O [PER_INFO_AGE_ACTIVE_DETAIL_v2 588 info on Active EE Private Edit HTML |Excel XML Schedule
o JOB_UNION_BU Used for 9.1 Guidebook Private Edit ML Excel XML Scheduls
U JQUERY_EXERCISE_BASIC_QUERY Fortraining quide Private Edit HTML |Excel XML |Schedule
J RUN_TIME_TNG_EXAMPLE Used for 9.1 Guidebook Private Edit ML Excel XML |Scheduls

Find an Existing Query | Create New Query

Locate one of the queries you created. Click the checkbox to the left
of the query to be deleted. Now click the down arrow in the Action
box. Select and click Delete Selected from the dropdown. When the
Go button is clicked, another screen will appear asking for
confirmation.

_

Confirm the permanent deletion of all selected quenes? (138,191)

Yes | No

Clicking Yes will delete the query. You have the right to delete
private queries, but not public queries.

Chapter Key Points
e For translate fields, you can display the short or long description
rather than the code.
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Specify selection criteria using the Query, Fields, or Criteria tabs.

Conditions allow you to compare fields of equal values, find
values that are greater or less than the field, values in a list, values
that are null, values like other values, values in a range, or values
that exist in another query. With the like condition, you can use
the wildcards % and _.

You can compare a field to a constant, a field from another
record, an expression, a subquery, or values entered in a run-time
prompt.

You can further define criteria expressions by the use of logical
operators such as AND, AND NOT, OR, and OR NOT.

You create run-time prompts to build flexibility into your queries.
Each time you execute a query, the output data will be different
based on the values you enter at the prompt(s).

You can return a summarized value such as a Sum, Count, or
Average using the aggregate function option.

Deleting a query is a simple matter of selecting the query to be
deleted and choosing Delete Selected using the Delete Selected
option from the main Query Manager page.



